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Several yorking papers and a guidebook to the 
Comprehensive Planning Process of Maryland 's Montgomery County Public 
Schccls Ifava- been collected to form this document. The process itself 
was developed in T979 and will be pilot-tested, dtlring the 1981 fiscal 
year* These materials, therefore^ constitute an interim report cn a . 
process yet to be cast in final form. The program itself is -divided 

^..into six stages and subdivided into twenty-one steps, covering the 
following areas: needs assessment; needs prioritization; development 
of measurable objectives; generation of alternative pla'ns for meeting 

Ncbjectives; selection of preferred plans; integration and 
reconciliation of plans selected by different organizational units in 
the system; implementation, evaluation, and recycling of plans; and 
correlaticn of the implementation activities with budget development,. 

^he process is intended for use at every level of the system and by . 
every organizational unit within the system- Included in the document 
are a ccnceptua.1 overview, planning materials for developing school 
information summaries at the elementary, junior highland high school 
levels, a discussion of and planning materials fcr needs assessment, 
a guide for planner supervisors, and a guidebcck for the planning and 
implementation team ^ as well as supplementary Information and sample 
forms, (PGC) . ' 
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1979-80 

' ■ /. . " ■ ■■ ■ 

Major Purpose: . ^ . " ^ 

. ' -. *■ , '•- ' ' ■ 4> 

To improve ^ducational-.opfiortunities for students through increasing ' ' 
management ef fectiyeijeigs and efficiency focusing upon planning for FY 81. 

Anticipated Results: " ^ ' ' 

Besides generally ; improved planniiVg, thje results anticipated initially 
include (a) a reduction in the number of MCPS priorities and (b^^an^ 
improvement *in the. integration of planning a&ng organizational levels 
and units (by clarifying how units plan,, the means for influencing or 
*eing influenced by others' plans, and l^ow to reconcile the plans^ prior 
to final approval). These significant gains will justif-y the ti|e, and 
* effort involved in changing the present manners in which MCPS plJan's to 
a more systematic process. 

•, / ■ . ■ ■ ■ ■ *■ 

End Products : / ,^ 

1. A priority listing of 4-7 needs with objectives for meeting the needs. 

2. Documentation to justify each need based upon'"hard data" and staff, 
/student, and'^ community ''opinion. 
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/ 



3./ 

/ 



5. 



6. 



Challenge : 



A ^'matrix" displaying the interrelationship of priorities among units ^ 
and J.eve\s. ^ 

Action p^ans providing budgetary into'rmation, describing how the needs 
will >€ met, and summarizing why other approaches 'were not preferred. 

A Relationship between requested resources to meet priorities and 
approved budgetary resources. 

■ V ^ . * 

Imj\lementation schedules with periodic status reports (reports to be don^ 
on exception basis). 



To provide professional^leadership for the Board of Education ^and the MCPS 
community through more systematic planningi V . . 
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STAGES AND STEPS 



Stage I - EXAMINE APPROVED PJJRPOSES/PRE^HNT PROGRAM 



*!• Examine Approved Purposes 
2. Examine Present Program 



Stage II --Identify noteworthy programs /activities xo eliminate/needs/to assess 



3. 

.4. 

6. 



Identify Noteworthy Programs 

Identify Activities Ellgible'for Reduction or Elimination* 

Identify Initial 5^t of Needs to Assess 

Confirm Programs, Activities, and Needs with Supervisor 



7. 

8. 

9. 
10. 
11. 
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20. 

21.; 



Stage III - ASSESS^/PRIORttlZE ^EDS AND EsWlISH OBJECTIVES 



Condiict the Needs Assessment 

Prioritize Needs and Select Needs to Pursue 

Establish Tentative. Objectives with Standards 

Review the Priorities, Needs, .and Ob^jectives with Supervisor 

Reconcile and Approve the System Priorities, ,Needs, and Objectives 

at All Levels 



Stage I y - DEVELOP ACTION PLANS/BUDGET REQUESTS 



12. Develop Several Possible Plans for Each Current Need 

13. Select Preferred Plans ' ' ' 

14. Integrate Previous Yearns Needs with Current Needs 

15. Examine and. Revise Previous Plans Based Up oh .^Approve 5 Resources 

16. Separate Plans Into Years of Im^ementation apd Budget' 

17. Review the Preferred Plans , Integration, Revision, and Separation 
with Supervisor . 

Reconcile and Approve Plans and FY 81 Budget .Requests at All I|jevels 



Stage V - IMPLEMENT PLANS ! 



19. Implei^pnt Plans 



Stage VI - EVALUATE/ RECYCLE. 



Reevaluate Plans and Evaliurte Resylts 
Rie cycle ^ ^ 
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SUMMARY/ANALYSIS 
MCPS Comprehensive Planning Process V. 

9 ■ 

jphls-summaty reflects the~folJL0wing-contac 

velopmental stag^in^f the MCPS Comprehensive Planning Procesia: ^ 

(a) Initial contact vrith Dr. Stern and Dr. Steller to 

discass pbsslbllity of Involvement as* consultant :.. (March 7, 1979) 

i . « ■ / 

(b) Reviewing materials describing the IJCPS ^ ' 
Pomprehenslve Planning Process (March 7-15, 1979) 

• \^ . • . / 

(c) Meeting with Dr. Stern and Dr. Steller to 

dlscus0 observations regarding materials (March 16, 1979) 

i * 

(d) Partlclpatltig In MCPS Comprehensive Planning ^ 

trocess Conference .i^ ^ (March 23, 1979) 

(e) Reviewing revisions In planning materials (April 17-19, /l979) 

General Observation 

^Over a period of approximately ten years, I t^ve observed and directly^ 
participated in comprehensive- planning processes, conducted by^chool systems of 
varying size, throughout the cduntry. I have no hesitancy in stating that of all 
programs with which I have had contact or Involvement , the MCPS Comprehensive 

^Planning Process is the best designed, most -thoughtful,', and la being most care- 

l ^ ' . . . • ' 

fully introducte4 and implemented. It is a very sound ptogram. * \ 
^ Specific Observations V 

■ • •. Y ■ ^ 

1. Development/Refinement of- the ^Planning Process ^ y 

The structure of the -proc;ess goes beyond mere adherence to conventional 

standards of sounA comprehensive planning. The process: ^ * 

*«'..'■•■. * ' ' ^'^-"^ 

^ ^ (^) I^. very detallec^ 'and explicit in* its explanations of lts\,major 

• stages and steps. / ' 

' ' ■ ■ . ■ / ; ■ . ° ■ 

; . .J ; 

(b.)' Reflects revisions and refinements in substance and format that 
have resulted from suggestions made reviewers. 



(c) Indicates responsiveness to reactions and suggestions of 
of tho^ who will be involved in its implementation, 

„(d)— Provided clear directlons-Joi:^~carrylng-OUt-the--procesB 

/ ordinating the various steps among the organizational units of 
MCj^. This is a;, most significant thrust because it is central 
^ to the success of the program. 

The most recent revisions of the CPP working reports (A Conceptual 
Ovetview, Just What is a Need, Anyway , 1979-80 Guidebook , and School Information 
Survey ) are much improved over earlier drafts. Excess verhi^age has been de- 
creased, schematic presentations are sharper, and instructions are more concise 



and understandable. 



2. ' Responsiveness to Recammendations of Participants From March 23 Conference 

It was a wise decision to let FY 80 be a pilot year. The need for this 

change seemed to me to come through clearly in the groups I audited In the 

• ■ - • • . *_ ♦ 

March 23 conference, , 

, The fact that some units have already volunteered to participate in 
FY 80 activities and more may do so will provide valuable ""shake down" ex- 
perience for FY 81 and make fu-ll implementation of the process more successful,. 
(Many school districts that have embarked upon comprehensive planning pre--=' 

• ' " . / . , : ■ ■ ' 

maturely have very often lived to regret i.t because it endangered the ultimate 
success of the j)rogram, ) 

The changes made in tjhe drafts of the planning reports, referred to 
above, confirm suggestions made in the ilarch 23 conference. This is especially 
true with regard to Julpt What is a Need,, Anyway , 1979-80 Guidebook , and ScTiool . 
Information Summary, 

At the March 23 Conference, my^ impression was that the participants 
were quite receptive toward the, MCPS Coiliprehensive Planning Process, in general 
terms. The fact that their suggestions were considered and, for the most part, 
heeded, builds credibility in the staff ' of . the Office o*f Program Development. . 



. -3-1 



3. Planr^trtp Process Itself. ^ ^. . 

•* 1 J^ve-a|f et/dy etated my overall opinion about the 9esign of CPP. The 
twenty-drie steps, Qomt)ri«ing intrinsically sound and logical. 

Initially, the t)res^htation of the process seemed somewhat overwhelm- 
ing in scope and detail. As I became more conversant with the rationale behind 
each step and as revisions were made in the procedures, I became convinced of 
the appropriateness o£ each of the planning documents. ^ 

The key to successful implementation of the process itself will be 
the equipping of the personnel in the various organizational units to understand' 
the total process and the ways it will affect Interrelatioijiships among levels 

Implementation Schedule) are designed to attain good orienta^on and understanding. 

Three types of orientation Cdistrictwide, unit, ahd individual) are 
provided J^or. Each is important . During FY 80, for those units that^^ll be ^jW^"" . 
ilig the program, it will be lisportant for thjs Coordinator For Systemwide Plan-^'^r - 
ning to conduct as. many on-site visitations, as time may permit, to get first- . 
hand reactions about how things are going, to identify problems that may be en- 
countered, and to provide ^direQt '.and timel}t^"assistance. 



and united in the schoox system. The steps which the Office of Program Develop- 
ment have taken and plan to take Cas outlined in the Summary of Key -Events in 



^ Written insti^ucti^ons are necessary and useful, but direct "on-site 
"trouble-^hpoting" is important. There are other .reasons for ^uch indivial 
monitoring, but a very practical one is to fulfill a sage .observation made, 
many years, ago by a personnel executive of a large corporation who observed, in 
a meeting of school personnel administrators, that "people do what is inspected 
rather than what^a ekpected.'^-This admonition, used *ir/a constructive [context , 
has application in the implementation of the CPP. 



O : ft ■ i 
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4. Other Recommendations /Observations 

The development of audio-visual materials which will augment written 



guidelines ishould be seriously considered and, if feasible, should be developed. 
Planners in the various units will be enabled, by the availability of such ' 
materials, to do a better job acquainting their people and patrons with the CPP. 

As earlier stated, the determination to use 1980 aS a pilot^perlod * 
was a prudent decision. The reorganisation of MCPS, the shifts of key. personne'l, 
and other changes need a pe'riod of. "settlin^^^n" and 19?9*-80 will be that time. 
To have super-imposed the comprehensive planning process upon these Important 
changes would have imposed unduV-risks uppn its successful operation. 

^ , While it may seem that a yearns delay In comprehensive planning is a 

year lost, this la not the case. Planning will be going on in FJ^fi in a pilot 
manner. In addition, thing^ will be learned .that. will make FY jSi a much more 

' successful one; 

While the Coordinator of Systemwide Planning will be the key person 
to dojon-5ite monitoring and auditing of the CPP, consideration may well be 
given, in/^FY 81, to use an "external auditor" to, make on-site visitations. The 
reason is that sometimes an external auditor can obtain more . forthcoming in- 
formation and form Impressions that will be more objective than can be made by 
an Internal auditor. . \ 

In conclusion, I merely wish to re-iterate what I stated, at thei outset, 
that the CpAls a promising program for a school system that has long had a 
repi>tStion far designing and • instituting exemplary educational management programs. 



Prepared by: 

."George B. ^edfern 
Consultant 
Arlington, Virginia 
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' . • -"i "■ " , 

Th»' uvttin,: v'l I'.omJ plioritirs Im ri'tH>)'.n 1 /rd i\t\ a cuniplux and dtMnantl I nT. 
lnvulviit.'. i r.r.Mt ilv.il 4») luMui. Williin 1 lu' (jonipr rluMisJ vo rianiiln)', Prc^-^'-s^ ^]^c 
'lion d 'O J I ;. .It 'jwnlil irctivi' I . ^ i:i i d -siiniiiKM' a J I .*;( oi pr i.or 1 L 1 y,(»d , no^**^" '^i.tli 
^ ' " . d.» I .-..iM I a }»v III*' f>! i i (M).il mfi ts ;i,u I lio pilot;. Tlu' ^^'^^Ord W 
'i^'jl*- I' t-'tli '. till, i n) .Lt n..ir i i»u ill iiii t i sh i n)', jnd *i pprov i . j^r iur i ^- i (•?; 



M W...IJ , i; > .( "v! Ii. il^!* n> .Kill, it ilu' lit»ard w4)uUI propose- some ^ ^^Hj vo n^'^'^^''*' 
' • ' • ' ' .•til. I M.iii . criwUtcl Ihrir !n;<»'d,s assi-.^^sincn 1.:; . TU^ ^^^^\r^\^i^ 

»' • • > V. :! ! ..IV' . /. u 1 d . n 1 4 > llic stnft a:; Uhcy decide wIk'U tij^c^d^' 

' • ' ^ I' tV'i- iui:; r.u.ltd i nv;i 1 vi;:uMit woUJd be to wn I t aiU *'-^'npiy u^^' 

I''"" -i.i'J*. iiJoiir; . I. in;>ui wlit-u .s»'ilini'. llu* iluard's prJoriLics. 

' ^ ► ' 'Ji " - * .iir t»t ; ; I I'd, .i.^; .i rctroiainiMuhi ( I ou for in 1 t'i*rn t: i nr» ^^U} y.f^lA-^^^^'' 

•'^ " ■ ' ■ III til. . fl!.!) . i vi- ri.uiniiij; Trocoss. The lk)^ird ^ 5^ on coU''^^^'^'^'^ 

t ; 1. > i ■ . - * f!.- .V' ;>i . V td It t . and our pl;',iiainj; siafl as may be I'^^l^ J rci^] , 
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A. 



i:.>,r;Mi lu ll ;I.vc Planning; rroct*!^s - May 30 
'1 "u,:-,.,t iv..- :o.-d:;" ior PV 8J>hv Board ~ Mav 30 June I5 
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j:ovidi:d v; i t h packet!; conlnininp, priox' P^- iox* [ ( i*^'^ 
^ ! di:. .ir u a.ul t .sujirr iiU cMidciU , the Koport: «f ^1)^^^^^' * 

: :^:M^-N.»vr::t>^i!r 19 7h\vf.,^'cenL policy i.'^^-'J^^^'i clir;ctii^^^'^^ 
by tb'- '/^^ oLhv; 1 t o r :r.- 1 L i on Lb:*y nrtiy rccjucst. 

r., I'. in/. (It irM»v»' i n ft* r I r i lv: , tMrii I^oard mombor rdioirld r^c\lccl ^^n-- 

r^^'***^ J u art- in*as i dc' r rd ir.porLanL, as "tonL::Livc ^^^ochUs/' 

• ■'/•' a loai^! i:; :.j)iM- sliouJtf.add oLlicr itCMn;, to be '^^^i^i <.],vrJ--^ 

• "t .-nt v/ i V/ i V r.oard. Tbciic lists should bu rcccJvc.^] ^^^^ 

r. >a I d ' </ I I i N;: ^uv\r 3 . 

C. Th*' r.oud' : ^:[a:^ vj; t'or.i^ih^ ibf* olpdit ]ir>ts of ^'tcaitativc "^^cicic^" into a 
rMmbiiira' 1?-.? r'>r r^^- !'a>ar<lV^; conriidoration. Thii; litit t:bcn ij 5Cl5^. 
vMt' b I'm >.{ : d n;. i . . ' 

n. f'-.lnj.: tiu^ H of futat ivt- n(M-dr:/' each Hoard member vill r-^'^^o ^..^^h 

iltMn on ;i svil." t ro::i oiu* (bij;ii ooas i(U: ra ti on ) Lo five (low con^Uora^^^^^^ 
^itiul r n r.1 ? Liiv' To.ird ' s ^; tat" C by June 15 . 

K. T)u- ftiddvlibral rarin::-. will bo tallied nn<J averaged to cjerivc trbor^c 

t^^nra^iv^' r. rtoidvln^- most support for bjpjiest cons idei'^» I i on ^ A 

- . j^lmpli- c'b u t , nu/h tbo one bolow, will b(! -used 'to record Coi.i- 
vuun I ra t r t !ir V c sa L t s . ' ' 
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F, (OptlWal) Tlic dorivt'd "tcnitarlvt* nocdfl" will bo nvaJlnble to tlu? Bo.ird 
for dlucuuaJ.on ami pouniblc iiiodJ f icatlon bulore dlo Lribut lun to planiunni. 

NOTIJ; Beinp, aware of nomc of t:l)o ''tontativc! ncodM" au dovrlopcd l)y the 

Board will be mowt helpful to Llie scbool ' princi pal« and other planncrii^ 
as tliey identify and asfieytt ncedij, 

"*lli. DlTinufOnrtToii ^ " 

*IV, Completion -of ''Needij to Ani^caG" by Planners - June 18 

*V. Completion of Assessment and ^riorit^.^ation by Planners - August 3 - 

VI. Update .on Comprehensive Planning Process Pilot - Mid-July 

*VII. Reconciliation <>c S.taff Priorities by Administrative Team Auguis't 10 

VIII. Settinc of Priorities by Board of Education - August IX 

The procedures outlined in II Step C, D, atid E will be repeated and then 
the ranIc--ordered priorities will be available for discussion and possible 
modification by tiie Board before adoption as the priorities of the Board 
of Education. 

.NOTE: The Board's priorities will provide guicJance for the staff as they 
develop action plans and budget requests for FY 81. The approved 
priorities will asist the Board throughout the budget development 
process, in establishing its calendar, in forming its agenda, and 
In other matters related to setting MCPS's compass. 

*IX. Completion of Staff's FY 81 Action Plans and Budget Requests - November 1 
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PILOT YEAR 



THE. BOTTOM LINE ^ 



A Planner has to. 



1 



a) Have a local planning team/ ' ^ 

b) Read the 1979-«0 Guidebook. 

. c)^' Uae Steps 1-6 (and aubateps and forms) as determined appropriate by 
the planner's \init, 

*d) Complete Steps 7-10, including the use o^ the form "indication of Need" 

foi: the 3-6 ^ needs selected to pursue, 
*e) Select preferred plans (Step 13) and complete appropriate "Action 

forms , * 

f) * Review with supervisor (Steps 6, 10, and 17), < 

g) Implement plans in FY 81 and submit "Status Reports", and ^ 

h) Provide feedback to the Office of Program Development, as requested. 

Planner should. ... 



a) Read^all of the planning materials, and 

b) Use knd modify specific aspects of the entire planning process, as 
» appropriate. 

The Supervisor of a Planner has to . ... 

a) Read the 1979-80 Guidebook, 

b) Determine how to best complete Step 6, including how to use the 
"Needs to Assess" form, 1 

c) Set deadlines for Steps 6, 10, and 17, 

^d) Provide supervision and guidance for other planners, 

e) Approve the planning units ^ products and procedures, 

f) Complete "Consolidating Objective" forms for planning units (Step 11) 
within his/her unit, * v 

g) Review >rith his/her supervisor (Steps 6, 10, and 17), and 

h) Provicie feedback to the Office of Program Development, as requested. 

The Supervisor of a Planner should . ... 

a) Read all of the planning materials, 

b) * Engage in the planning process for his/her own unit, and 

c) Use and modify specific aspects of the entire planning process, as 
appropriate. . * 

Reminder: This is a pilot year to improve upon the planning process. Please 
work through t Ke p rocess as best you can, let the Office of Program 
Development ki^dtHjj^t help you desire, and thl^k of what improvements^ 
can be made foHRxt year. ^ 




*Btforts should be focused upon these steps ^sing thV{ "indication of Need" and 
"Action Plan" Forms as a guide. * , 
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OMPREHEIMSIVE 
AIMIMING 




A CONCEPTUAL OVERVIEW 



Dr. I. L. Roy Stern, Associate Superintendent 
for Program Development 

Dr. Art Steller, Coordinator of Systemwlde 
Planning 
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T1»o MontKomc*ry Coioity Public SchoolM 

I n trod uctlon and Hntluna lt* 

4n the Mont goHHTy bounty Publ ic SchoolN , educational planning haa exlated In Momi* 
furtn ant1~tta m nm'T" w t rti~~Va ry tn glie g r e e m ~ ~sr u C c ch h"; oto ~p p pXo a c h,e h " tr ave h e en 
tnroinplete or fragmented, and have failed to provide a comprehenalve atructure for 
HVHtemulde declalon making. Wtillr the beginning atagea of any project require an 
additional Inveatrnt^ut of time and effort, thla planning procean 1h dealgnrd ultimately 
to *4treamlln<* and i:om|) lemeni present operrttlona. HeMldeH generally Improved plan- 
ning, tiie reaulta anticipated Initially Include (a) n reduction in the number of 
MCPS priorities* and (b) an Improvement i\\ the Integration of planning among 
organizational levels and units (by clarifying how units plfin, thl* means fey 
Influencing or being Influenced by others' pl'ansr and how to reconcile the plans 
prior to final approval). Hicse significant gains will justify the time and effort 
Involved in ehanglng the present manner Ip which MCPS plans to a more systematic 
fTrocoss. Further, thljr* planning process will provide a basis for the allocation 
of available liuraan and material resources according to systeniwlde prliorltles. 

Tlie .diverse and rapidly clianging Issues faced by the educational community necessitate 
Itnproved methoils ot planning. The general public seems to be opposed to increased 
funding for schools without proportionate gains . In-iresults . In contrast to the 
past, the Montgomery County Public Schools 1^ currently faced with a continuous 
decline^ In student enrollment, a decreasing share of. county funds for education, 
mandated Increases in some special services due to federal and statje requirements, 
and an Increase l-n inflation which lowers the purchasing power of cho budgeted 
dollar. The net result of these factors is greater school system expenditure 
levels for a smaller number of students with some .segments of the public questioning 
t^e efficiency of the educational system and Its ability, to manage Its resources. 

This planning process will expand the oppgMtuni ties for teachers, parents, taxpayers, 
students, and other segments of the educaWonal communi ty to participate in the 
decision-making process, particularly at the school level. IVliile Input is fre- 
quently sought from such groups at presisnt, this planning effort will describe and ' 
clarify the ways such input will be used in decision making* Consequently, people 
will continue to have the benefits of me/iningf ul li\volvement but will also be 
able to see the ways In wh^ch such input can influence the decisions aijd priorities 
of the school system." > . . . ' 

Thf overriding purpose during the first year Is for the -MCPS Comprehenrsive Planning 
Process to Improve educational oppotrtuni ties for students through increasing ^ 
management e f feet Iveness , and efficiency focusing upon planning for Pf 81. The 
Comprehensive Planning Process will gradually result In the^ formulation of short- 
and long-range pjans for the school systenu MCPS organizational units will utilize 
a common planning approach, resulting In an identification of needs, priorities, 
and objectives. MCPS curriculum development will be an outgrowth arid user of the 
p lannlng process . Resources will be funneled toward meeting 'the system's targeted 
needs. This **plannlng by exception" approach will Wcus upon approved priorities 
among needs verified at the school level. Used in this way, the planning process 
will contribute to iD;iproved student progress by closing gaps between current and 
desired conditions. 



*Each unit is seen as having 4-7 priori ties ,^ including those countywide priorities 
which impact the local unit. (If one considers only .those priorities of the 
Board of Education, superintendent/ deputy superintendent, and the associate 
superintendents, there are presently 150-200 MCPS "priorities," most of which impact 
^ upon each unit. v . ' 



The Montgomery County Bo^rd of Education and thje superintendent of schools hav^ 
recognized the need for a continuous, comprehensive, and cooperative planning 
process for MCPS to assure that the needs of all students' are met (Resolution 
No. 744-75, October 27, 1975). -the present Board of EducatTori appreciates the 
neid 'for comprehensive planning. A Boardrsponsorerld resolutiori passed, in 
* J^liuary, .1979, requiring the creation of a 'comprehensive countywid^; planning 
process and plan. Additionally, the bene fits* <5f<*^omprehensive educational planning 
»can .be. realized in' the immediate future, as well as on a long-range^^ baSis , and can 
h^ve an •impact on' every leye'l igi^the school, system. The overriding benefit is. that 
we t!an dp IPeit^er through planning than without it; .we can work more effectively ] 
and efficia^rjfely with greater satisfactions; and, above all,, we' can provide improyed 
progra^vs^aml services to MCPS students. « • " ^ ' ' 



Assumptions 



The -following assumptions served as the basis for .development of the MCPS 
Comprehensive Planning Process: 

1. Broad-based involvement of an institution's members and clients is desirable 
in order to maximize both the validity and likelihood of sjuccessful imple- 
mentation of decisions. , . ^ 

2. Cooperative involvement and xlecision making within the planning process 
eri^iances communicatiotj and espirit de corps within an institution and is at 
the same time dependent upon that communication and espirit de corps. 

3. It is possible to establish broad-based input and cooperative decision making 
and at the same time satisfy thl^ long-range demands upon the system for 
improved clarity, productivity, efficiency, and effectiveness. 

4. It is po^3Sible for all institutional members and stakehoflders to have the 
opportunity to take part, at least indirectly, in planning and for there 
to be many "planners"* assessing needs, setting priorities , formulating 
objectives', and developing plans. - • 

*■ ■ • . ,. . ■ • . ..^ 

5. All "planners"* will know the needs of their organizational units and wifl 
thus be able to take part .in the planning process for determining priorities 

. among needs either for the system as a whole or major segments of it. 

6. MCPS can best ^achieve its mission by-planning for all aspects of ^ the whole 
system, and the interrelatedness of the parts, rather than by each individual 
section developing unique plans. '* 

7. While it is not possible to identify all the needs of a system, comprehensive 
planning increases the likelihood that the most important needs will be 
diagnosed and will receive high priority. 

8. The terras and procedures "related to stating and verifying needs and deter- 
mining priorities among them can be agreed upon systeira^ide, understood, a^d 
made a part of everyday thinking and* practice within the school system. \^ , 



*The term "planner" is used to indicate the head administrator (or designee) of 
each organizational unit who is engaged in planning. 



9.^ fefforts to achieve the Required s^stemvlde un^erstan<lings and practice^rNwill^ 
^ ' b^e consistently pursued by all involved parties over a long enough perioa 
•time if th^ coiiq>rehen$lve planning process is appropriately developed, 
' adequately supported, and properly presented t o MCPS to produce the behavioral 
.changes withli> individuals ^anS* thifc ajyatem itself to reach the anticipated 
benefits. ' ? * ■ 

• . • • V ' ' , ■/•••■ • . > 

10. Comprehensive, b roa3-b as ed planning; tan :be achieve'd without an increase, over 
the .long. run,\of' the workload of most jpeoplis in the system but , will require 
a redirection or reallocation of people's €^f forts. 



Benefits of Planning 



I 



To Individual Planner or Planning Unit 



Provides for input and influence on decision making 

Allows resolution pf differences via negotiations 

Provides basis for budget' requests ^to 4^pp or t unit's priorities 



Involves many people in the decision-making process, thus taking into' 
consideration various ^perceptions of how the unit iis functioning 

Provides input into other unit's priorities and methods of delivery - 

if * 

Provides for effective two-way communication in situations, in which an 
individual or unit is impacted by others or in which others are affected 
by the individual or unit 

" ' '. . * • ■ ■ ' 

Supports the allocation and use of human ^nd material resources 

Focuses on a limited number of priorit^ies rather than the universe of 
needs ^7* " * , . 

Allows individual or uffit. to concentrate resources to solve pressing local 
p'roblem(s) ' * . _ ' 

Clarifies direction and focus of individual or unit » * 

Provides easy mechanism for monitoring and controlling programs 

Provides justifiable bases for modifications and revlsion^|p 

Reduces the probabilities of having to react to crises. Individuals or 
unit* may be able to do anticipatory planning based on their own past ' 
experiences and those of others. 

Allows for the diminution or elimination of the lowest priority objective (s)' 
if a crisis situation occurs (e.g., neW' state mandate, new 60E priority, 
radical change In local situation) 

Provides for knowledge of and involvement * in total school system efforts 



Provides support fo;:* change prior to the Implementation of the change 

^ ■ ^ - ^ ■ . • . • 

Enco'urages ' the ellininat;lon or reduction^ of effort In ^reas which are 
marginally productive ' ' 
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\ To School Sylstem as an Entity — Many of -the above benefits plus the following:* 

^ BgoVldes a means for Improving the quality of education ' ^ 

Allows appropriate decision makljig to occur at' each level of the syste| 

Provides ongoing, self- renewing process for total school system * ■■/ 

Provides a means to Incfeasfe^'unlty and coordination of the total education 
• program \ , ^ / 

' ■ ■ ' . ' 

, Provides cbn«lstency In planning' process / ■ 

. .Provides the system with a mechanism for Involving diverse constituencies 
In getting priorities and Allotting resources / 

' ' ^ ■ ' / ' '■ - ■ 

Provides a smooth translation into the budget process / ^ 

Provides ready reference to status of implementation .tlyroughout the year 

Highlights for the public their contribution * to the jz^rgeted objectives and 
standards prior to liiq)lementatlon ' / 

' i . . . / 

Provides knowledge of the prpcess of evaluation ^rlor to implementation ^ 

^ rather than after the fact / 

- - • • ■ / . C- ■' 

Provide? the superintendent and Baard of Education information upon which 
they can make timely decisions about program^ or processes 

i Provides information on how well the school system is performing its job 
as, perceived by many different groups no^/ just the vocal and well organized 

Should provide stronger and better brg^lzed support for the public schools 
Brief Descrlptlgn of MCPS Conq)r^henslve Planning Process 

■ / ■ ■■ ' , ■ 

Figure 1 portrays the major stages of th4 MCPS Compr^enslve' Planning V^ocess . A 
flow chart, located in another section /o^ this paper, oiitlines the steps Involved 
in the process.. The Planning Guidebook and other plannrfrg' papers describe the 
process in detail and provide sequen9!(Bd substeps and directions for effective 
Implementation. . ^ / ^ * . 

' ^ / - -fi . ■ ■ 

School principals; other chief administrators of divisions, departments , *or offices; 
and the Board x>f Education are being requested to follow the comprehensive planning 
process in developing their FY 81 plans and budget requests. These plans and, 
budget requests should include a distinction between* maintenance of ongoing emphases 
and new thrusts. / - 

• ■ - '4 

. IS 



MAJOR STAGES 




IDENTIFY NOTEWORTHY PROGRAMS /ACTIVITIES TO ELIMINATE/NEEDS TO ASSESS 



T 




V 



ASSESS /PRIORITIZE NEEDS AND ESTABLISH^' OBJECTIVES 



DEVELOP ACTION PLANS /BUDGET REl^UESTS 



IMPLEMENT PLAJ<S 



EVALUATE/RECYCLE 



Figure I 



A s^et of steps are layplved starting with the examination of approved purposes 
,("what 'sHould be") atid present programs ("what Is"). Needs (gaps '^'be^ewgefi "what 
should he" and "what 1h") are then assessed, priori ties <'iro set, plcins are. created 
and budgets are establLshcd. Not all of the steps are rbquireil. 'r|To iiw.sl rrucLal 
stage^of the process is tha^t of assessing and pTlorltizliiK iumhTs ami oh J.nh 1 I sh Ing • 
'objeGtlves. The establlshnJent ^of priorities should not necessarily be. Interpreted 
as ordering illedd. accordlng^to "the greatest . good fo*r the greatest number" (I.e., 
a need for minority or handl'capped student^ may have*a higher priori ty "than a* need 
relative to a larger p-ortlon of the stydent body). Wl-thin this . segme^nt ^th'e. system 
takes coordinated' aim ''at lts*future\« Thevlmplelnentatlon and evaluatl<)n/recycllng 
stages are applications and tests of the approved pTans. . * 

" V ■■ • ■ ■ '"'^ .1 . ■■ 

There are three times in the process when progress is reviewed by and approval* to 
proceed obtained from one's supervisor (this does hot pertain to the Board of 
Education) V Llkevlse, on two occasions, within a coordinated and concentrated 
time period, all of the supervlsor-approvefd work will be reconciled and ^^approved 
throughout the system. These latter two steps establish the Interrelatedness of 
organizational levels and how, for example, a school's priorities Influence the 
Board's priorities and vice versa. 

Goals of the MCPS Comprehensive Planning Process 

- . " ' ' \ ■ ^ • ' • 

To provide a rational process for decision making, particularly with respect 
to the allocation of resources " " 

To clarify and streamline the Interdependence of various countywide opera- 
tions and information systems related to planning 

. To establish a* means for adjusting* approved priorities ^nd plans, if , 
conditions change . , 

. To meet as many of ^the identified needs, as possible, within existing 
• constraints 

. To* identify, assess,, and prioritize educational needs as discrepancies 
between current and expected results for each organizational unit which 
Includes each of the schools and MCPS as a system 

To develop and Implement a framework of Interrelated goals ^d objectives 
based upon the prioritized needs of MCPS 

. To generate alternative management plans, select cost-effective preferred 
; plans and reconcile the plans throughout MCPS' to form the basis for the 
preparation of. the budget 

To breate Implementatlon^and evaluation procedures for the approved 
management plans ^f^, 

■ / " / . - *■ '.V 

To formulate procedures^ for reviewing and recycling the management plains ^ 
in light of the achievement of the stated objectives ^ : - 



'Organization for 'Planning' 



i 



The planning process provides, a structure. within which .de'clsl'Onfi are made, communi- 
cation' linkage]^ aife utilized, people are organized, and time lines 4re established. 
Many organlzaliilons dontlnually create new* stTucturea^ to meet pressing demands. ' v ru^ 
The positibr/. taken In the MCPS planning process ds that exlstl"bg structures /In* , * 

this system are sufficient r possibly with only ^^U to^ con^tlbute 

tb a coiiq)'rehenslve planning process'. ^ , ' / • ' . .. 

The simplified brganl.zational chart (see figure j2^Vrepresents the 'MCPS units to 
be Involved In the pli^lng; process, ''pie major organizational units for this , ^ 

purpose are (a) dl^^l^£c?^s, departments, and the offices of associate superintendents and 
organizational units reporting directly to the superintendent at the central office-a 
level; (b) schools and the area offices for the school-based lev^l ; and^(c) the office ^ 
of the superintendent at a systerawlde level. . The deputy superintendent's of flee j 
will be considered as "part of " the superintendent's office.. The Board of Education 
constitutes a planning unit whose function Is somewhat different from the above units.. 
(See explanation which follows.) 

lyianner ^ ^ 

The term **planne*r" is used to indicate the head administrator of each organizational 
unit who J-s-^gaged in the planning process. There aire additional persons whose 
positidn titles include the word **planner*Jj^ f or whom planning'is virtually a full- 
time responsibility. Consequently, MCPS, -as the process becomes implemented, vill 
have larg6 numbers of educational planners contributing, to locaV^nd systemwride 
plans. 



■4- 



Local Planning Team 



It is suggested that the administrator in charge of each organizational unit utilize 
an existing -cqordlnatlng group, such as ^ steering committee ^or coordinating council , 
as a local planning team. Besides the planner, a local planning team would inclu<5(p 
representatives from its own meiribers'5 units it supervises or coordinates, other 
.units with whom it interaci;^,, aVid, perhaps, the community; For example, a school 
planning team could consist of the' principal, some classfoom teachers, other staff, 
parentsu other citizens, and, perhaps, students.^ Central office units who service 
other ^PS units should consider including su^h ''clients** on their planning teams 
obtaining feedback through a liaison system. 

New groups need not be formed, unless no other'body exists to fulfill, this irole. 
The label **local planning unit" is referred to occasionally throughout the' descrip-^ 
tlon of the planning process; howevev]fci>]it is not intended that steering committees, 
liaison groups, etc., rename thentiil^^^ ''local pljanning teams." The tUo overrid^-ng 
responsibilities of the local pl^^jnfe team are to coordinate the planning process 
•and serve as communication bonds with other local planning teams The composition 
of such, a local planning team would have less than five members, if possible, 
since it is a working body. & ^ ' 
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' SIMPLIFIED ORGANIZAl^AL CHART FOR PLANNING PURPOSES 

Figure 2 
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Syst.eflifaylde Reconciling/Planning Tegffli 

llie s^uperintendtint's Administrative Team will serve as the systeinwid^ planning team. 
Other MCPS staff members may be asked to Join the^ Administrative Te^ra frbm time to 
time in relation to, specif ic' aspects of some plans or at key 'junctures of the process 
itself. The administrative feeam functions as a vehicle, for synthesizing the ideas 
both of MCPS leadership and of the members of their re^spective units.. The planning 
roles of this group are to recommend administrative decisions, provide guidance ^ 
f'or^system gover^ce, foster coramifii cation, relate the. int.eractiows of t\ie various / 
plans, and create and recommend, systerawide plans . A unified and collaborative direc- 
tion and collective effort will result from the work of Xhe systemwide planning team. 



The CQurpip^ehensive planning process calls ftfr the superintendent's Administrative 
Team to* coordinate two specific steps, namely, reconciling and recommending the 
3yst^m priorities-, needs, \and objectives kt ay. levels and reconciling the actlan 
plans of all organizational units. . ^ 

* Planning Coordinator V ' V ■ ^ r ^ 

A prime responsibility bf^.thfe Office of ,Pragram Development is the coordina^i^ 
the comprehensive planning process. The main emphasis of the school systet,. 
planning, is to further the instructional process which is why centraliz)iiij^ 
planning has been Established in this o^fice.^. As previously cited, njhierous 
individuals and actiyi^ties concerned with planning must be coordinated. 
coordinator Qj|^sys,terawi*iie planning, in cox)peration with other personnel inr"'the°7-^^^>^,r^^^^^^^ 
system, faciiifeates the coordination of the entire planning proces^s. ^sppxiy'^- ' i^^^i^^^lr^^j 
sibili'ties of the^ .-coordinator include developing the comprehensivie pl^n^ing^ firdc 
initiating and coorclinating implementation of this process, working with the' bAi,<i 
department to design the interrelation^ip of the planning process and? ' the B;t^^ fcV, 
working with other MCPS departments as appropriate to clarify and assist pjai^titipip 
in planning effectively,, maintaining communication with all levels pf^'MCP^^i^^thi^/^.-^ 
community and local and state government offices as it relates to the planning; . 
process, and generally evaluating' and revising, the plannin\ process . , J ijK 




Ad Hoc. Committees, Advisory Committees, Study Groups, and Task Forces 

Specific aspects of planning may be assigned by a planner to ad hoe commjj|fee 
advisory committees, study groups, or task forces. These groups .may- be charged with 
ddentifyingi Assessing, or prioritizing needs. They m^y .generate plans (see planning 
paper on Task Force Reports) or they may react to an intermediate product. of the ^ 
Planning process. Their reports and commentary provide valuable input £br planning. 




pecial Interest groups or Other External Groups 



Public is composed of many spe'tiial interest groups or other external groups th 
£6 not directly connected to MCPS. Because of l^eir informal or tangential . 
:ionship to MCPS, they have no fdrmal responsibility in^the plaiining prpcj^gs. 
Nevertheless ^ all organizations and individuals making up the Gommuirity h^ve a . 
stake in the school system. Because of tKis , their input should be deliberately 
solicited throughout the process, but particularly when identifying and assessing 
needs. It should be recognized that such special interest .groups are often a 
primary force for change, i.e., handicapped student advocates. 



^t 
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Board of Education . ^ • 

■ . " ■ 

The Board of Educatiew-has the legally constituted right to aqt in trusteeship of 
the ischool system. As such", the Board play^ a critical role in the comprehensive 
planning process. Successful implementation will require the^ Board to participate 
actively in the planijing process. The Board may wish to identify . areas for s'tudy 
or assessment. It is the Board that will ultimately approve^the priorities, needs, 
and ob^jectives for the system ^s a whole. The Board will be kept informed of 
. plans as they are developed in relation to the system's priorities so that they 
can make informed budgetiary decisions rpg^rding implementation. The Board wiiLl ■'■ * 
make policy decisions on the basis of outcomes of planning. The Board may' alato 
assist in communicating with the^ Community . at large. " ^ ' . ^ 

Camprehensive Planning Integrates Systenwide Activities 

The MC^ Comprehensive Planning Process is an iimbrella term which implies a depend- 
ence, upon and relationship with other systemwfde activities. One of the charges and 
a repl .challenge is for the design to clari^ the interdependence of various system- 
wi^d^.operations related to planning. Several p^Janning papers, either in part oj^ 
'whole, will specify this integration*. 

Some MCPS activities generate valuable data useful for planners. The "Annual Testing 
Report," the "Digest of Educational Statistics," "Annual Surveys," "Annual School 
Reports,"- the management information system, "Annual Enrollment ProjectdTons ," etc., 
are irtformatibnal goldmines with respect ^ planning. / 

The preparation >of the operating and the cap^ital budget requests is counted%mong 
the major elements of plcinning, Curriculum development will operate within the 
framework of the planning process. Task force reports , in-service strategies grant 
proposals,, planning for facilities utilization, etc., are plann^gg fuhctions . 
coordinated within the overall process.. The establishment &f o^ectives^* by each 
leyel of the system and each individual also is included within tie context of 
educational planning. The Comprehensive Planning Process is riot meant to supersede 
exiisting procedures for such systerawide activities ,* but ft does draw a relationship 
among/ them and facilitates capitalizing upon their interdependence. 

Implications for the Local Unit 

• ■ . •. ■ ■ • . 

Coraprehepsive planning for and within a school system the size of MCPS is a complex 
procedure; however ^ the mechanics of planning should be carefully designed to make 
the work relatively painless and straightforward for the local unit. Forms, dead- 
lines, negotiations with one *s boss, and- other, such things enable one to formulate 
plans and move them through the organization. 

A Planning Guidebook has been prepared^^^^ an easy— tor :ow aid for working through 
the \MCPS Comprehensive Planning Process^ By itself, 4t just another procedure; 
however, it^pifovides a planning framework to keep the process and the individual 
planner on track. Besides, some commonality is necessary so that all the pieces 
fit together without competing. , 



^Presently In MCPS the term "priorities" ds often used interchangeably with 
objectives. ' ' - ' 



The generally articulated organizational purposes and benefits of planning, while 
valid, sound abstract and removed from the^local unit. The unspoken reasons 
people find for planning are mainly selfish: planning improves communication 
relationships among people and planning enables one to veqfiBlve or reallocate ^ . 
"rtssources to get siomethlng done. A well-conceived plan is a rationale for on^ s 
actions. 

Vhe titttt and effort necessary to utilize success fully /the Comprehensive Planning 
Procejis* 1^ subject to many factors and will consequently vary from unit to unit. 
This planning proceaa will replace the' setting of annual, unit objectives and con- 
trtbuLf Hubrj c ant tal ly to the development of personal objectives and budget requests. • 
Ttii? ploiintni^ activities leading up to Implementation are to be paced over a si-^'^ 
tibnth period, although exchanges of Information relative to planning go on coptt- 
nuotiiilv. The anticipated results justify the pursuit of an improved means of 
planning:/ Furthermore, It Is anticipated that the Comprehensive Planning Procesa 
will lead i^o /«;wo r priorities, thus^ conserving and con den tracing energies. 

Within thf pLmnlng process, the needs, priorities, and plans of each local unit vm 
bfe- rolU;cte^! inJ contribute to the needs^ priori ties , and plans of MCPS. Grassroots 
planning will thuM supplement topdcwn planning which will produce an overall i^P^ove- 
nSfcfti t . - , ' 

.9 ' 

ITi*' k-iivl product for the local unit will be clarity regarding what is to be done, 
how It Is to be done, and what resources are available for doing it. An Important 
by-product will be the knowledge that the impact of someone else's plans uPon ^^e 
local tmtt will have been reconciled prior to approval. Also, the phenomena of 
ch*« tatf? r )ec t Ion of major new directions and priorities after the original pl^^ 
have bet?f/ comp le ted will be mlnlmlze.d and/or taken into consideration with respect 
to r xpvctat Ions , The main beneficiaries of a more systematic nrocess for planning 
will bt' "Students, a,*? the planning focus will be directed towards meeting thei'^ ^eeds. 

Implementation of the Planning Process 

rh** Comprehensive Planning Process has been designed as a means for assisting ^^Ps 
On U'amlng to Plan and Planning to Learn .* The plann:(.n8 process will take at 
Least three years to become f u 1 ly operational and two more years to reach ^esi^ed 
refinement; It will t«ike such time and effort to achieve all of the goals listed 
on pvige b and to witness the full Impact of the benefits given on pages 3 and 
Even At that point, the process should not be static Ijut should continually adapt . 
to jnew dom.'inds , pressrues, knowledge, and requlren^nts. 

The MCFS t'omprehcna Ive Planning Process is scheduled for systemwide implementation 
for FY 8^. This sprlng/siimroer the process will be piloted by spme MCPS organiza- 
tlonal units. I.e., schools, area offices, departments, et^^^^^'^^^Improvemen ts--in the 
proceHj=t, forms, timetables, etc., will be made' base^ upon/^ggestions by participants. 

UurluiiC the tlrst full year of implementation, major aspects of the process should 
become Ins 1 1 ttit lonallzed. Each school principal or other chief administrator' of 
a dlvk'i Ion , department , or office and the Board of Education will be following the 
Comprehensive Planning Process in developing FY 82 plans and budget requests'. 
Emphasis will be directed upon the grassroots development of a set of needs » 



*Dona Id Michael, On Learning to Plan and Planning to Learn (San Francisco: 
Josscy-Bass , 1973) 
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priorities, and objectives with budget allocations being addressed to each school 
or department's unique needs. Additionally, the resulting plans can be projected 
^ ahead to lay the foundation for more long- range planning. A small group, after 
our first efforts, wijLl be formed to make some preliminary attempts at developing 
forecasting techniques for the short-term view (up to five years) and a longer 
view (5-10 years) of MCPS's future^ 

Diiring the second year of complete implenieneation , long-range planning (up to five 
years) wilLl^ the emphasis. The allocation of budgetai:7 resources should be firmly 
committed towa^s accomplishing the* priorities* of the system^and eacbiP^rt thereof. 

Further refinements in the planning process will be jnade during the third year_(1982) 
of implementation. All of the above elements should, then be incorporated into 'the 
pracess. It will undoubtedly take two moi;e years to have the specific pieces of the 
plJining process to the point of being a totally integrated, interactive process. 

Summary of the Systc-rn Ils e J for the pe velopme 
of the Comprehensive Plannin^^ Process 

Infojmation Aspects : ' ' 

- MCPS Past and Present Documents and Procedures Related to Planning 

A Variety of Planning Models, Processes, Procedures, and Products Used. by 

School Sy'step^ and Other ' Institutions Across the Country . 

Literature Concerning Planning for Education, Other Social Agencies, Cities, 

Corporations', etc. 

Various Organizations or A-^sociations for Planners 
Academic Course Outlines and Other Training Courses for Planners 

A resource file consiting of the above items and other information is being set up 
for utlll;;ation by MCPS planners. 

Involvement : 

n — — . * 

Board of Education in 1975 - resolution 

Administrative Reorganization ' , ' , 

Present Board of Education - resolution j 

Associate Supe rintendent f or Program Development ^r. Stem 
Coordinator for Systemwide Planning - Dr. Steller 

Preplanning Task Force - Dr. McKay, Mrs. Morgan, Dr. Howard, and Dr. Usdansky 

Liaisons for the Comprehensive Planning' Process: ' , 

Area Associate Superintendents - Dr. Paul Vance ' "* 

Area Directors of Instruction - Mr. Ed Hoffmasrer . 

Area Directors of Continuum Education - Mrs. Pif^ricia Newby 

Department of Educational Accountability - r)r. S'teve Frankel 

Department of Human Relations - Ms. Wilma FairleV' . 

Montgomery County Association of Secondary School Principals - 

Dr. Pat Emma and Mr. Otis White 
Montgomery County Education Association - Mrs. Toni Parker 

Montgomery County Elementary Principals Association - Mr. George Goldsmith 
Montgomery County Council of Parent Teacher Association ~* 

Mrs. Regina Greenspun and Mrs. Zoe Lefkowitz 
Montgomery County Council of Supj>brting Services Employees - Mrs. Zoe Lefkowitz 
Montgomery County Student Govemmen.t Aseociaticfw - Mr. Phil Eh'r 
Office of Continuum Education - Dr. Thomas Q' Toole 
Office of Supportive- Services <- Mr. David Fischer 
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Va^rious OPD Staff ' ^ 
. Principals - several groups * ' 

Elementary Alternatives Task Force 

IPD - Dr. Massaro, et al. (Curriculum Development Model 1>ased upon Planning 
Process) \ 

Informal "consulting" by ASCD staff, plantilng cohsult'ants', and other institu- 
tional planners \ 

Consultant - Dr. George Redfem \ ' 

Some Area Office Staff \ 

Both the Administrative and Implementation T^amsr 

\ • 

Suggestions and feedback have been obtained in writing, individual conferences, and 
group meetings over an eight-month period. \^ 

Additional contacts have been made with a vatiety of ^ersojis on an ad hoc basis, a3 
considered appropriate. MCPS staff have also been encouraged to contribute ideas 
and materials on their own initiatives. Further feedback from the community has 
been spontaneous, i.'e. , Dick Silver who is active in MCT^PTA has been most helpful. 

The Comprej/ensive Planning Process was further refined diiring an all-day work 
session attended by 35 persons including two area associate superintendents', the^ 
executive assistant, one central office as&Tociate superiniiendent , ten -principals , 
various other area and central office staff, and a representative from MCCPTA and 

MccgsE. 

Various presentations have been held at the Educational Resoiirce Center, area 
offices, MCEA office, etc., to e3q)lain the process, answer questions, and obtain 
feedback. 
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Stage I - EXAMINE APPROVED PURi^OSES /PRESENT PROGRAM 



1.. Examine Approved Purposes 
2. Examine Present Program 



4 

Stage II - IDENTIFY NOTEWORTHY PROGRAMS/ACTIVITIES TO ELIMINATE/NEEDS TO ASSESS 



3. Identify Noteworthy Programs , 

4. Identify Activities Eligible for Reduction or Elimination 
3. Identify Initial Set of Needs to Assess 

6. Confirm Programs, Activities, and Needs with Supervisor 



Stage III - ASSESS/PRIORITIZE NEEDS AND ESTABLISH OBJECTIVES 



7. 

8,. 

9, 
10 • 
11. 



Conduct' the Needs Assessment r^-i 

Prioritize Needs and Selept Needs to Pursue 

Establish Tentative Objectives with Standards 

Review the Priorities, Needs, and Objectives with Supervisor 

Reconcile and Approve the^ System' Priorities , Needs, and Objectives 

at All Levels 



Stage tV - DEVELOP ACTION PLANS /BUDGET REQUESTS 



12. 
13. 
14. 
15. 
16. 
17. 

18. 



Develop Several Possible Plans for Each Current Need 
Select Preferred Plans 

Integrate Previous Year's Needs with Current Needs 

Examine and Revise Previous Plans Based Upon Approved Resources 

Separate Plans Into Years of Implementation and Budget 

Review the Preferred Plans,, Integration, Revision, and Separation 

with Supervisor 

Reconcile and Approve Plans and FY 81 Budget Requests at All Levels 



Stage V - IMPLEME^IT PLANS 



19. .Implement Plans 



Stage VI - EVALUATE/RECYCLE 



20« Reevaluate I^lans and Evaluate Results 
21. Recycle 



^Steps 3, 4, 12,. and 14-16 are optional for 1979-80. 
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F L 0 y C H A R T 
I 



/ Ricoflcihind 

/ ApprovithiSyftim 

/ Prioritln, Nitd^md 

I OblK tlvt tJtAIILnnli 

A I 



Eximini 
ff%m 
Progrim , 



8 . 



. Idiftiify-: , ; 
^ N^tiWorth'y 
PfO|fiim 



IdintilyActivitiis 
lligibli for Riduct'ion 
or Eliminitlqn 





:7 

Conduct thi' 




i 


Niidi 






Aummirtl 




Riconcili 
md Approve 
thiPlint 
It All lived 

"A 



Divilop ^ 




Siyirit\ 




Pottibli Flint' 


lor Eich 




Currint Nwd 











SilKt. ' 13 






Prifirrtd , 















Integrau 
Previous 
'Year's Needs 
.with Current 
Needs 



1 



ExiiTiini and 
Revise Previous 
Plans Based Upon 
Approved Resources 



Siparite Plans 
Into Years of 
Implementation 
md Budget 



16 






leviewthe Preferred 
Plans, Intagrition, 
Revbiorvind Separation 
with Supervisor 



Reevaluate 
Planrand 
Evaluate Results 



20 



Recycle 



21, 



in 
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School principals, chief admintstratonof divisions, depertments, or 
officee, and the Board of Education are being requested to follow 
the Comprehensive Planning Procia in developing their FY 81 plans 
and budgit requests. 
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the leader of each organizational unit is responsible for wofking 
with his/heritaff anc^perhaps, other ttikeholden Iparents, stullents, 
and community) throughout the process. Therv are thrertimis in 
thi proMti when progress is reviewed by and approval to proc^d 
obtained from one's supervisor (does not pertain to the Board of 
Education), these points, which signify planning interactions which 
are more intensive and focused than those which go on continuously 
with the system, are indicated on the above modal as a cirde. 
Likewise, on two occasions, within a coirdinated and concentrated 
, time period, all of the supervisor'approved work will be reconcilid 
and approvaa throughout the system, These letter two steps, 
indicated by trapezoid!, ittabllih the . Intarrelatednni ol 
organizational levels and how, lor example, a school'i priorities 
influmci the Boird'i priorities and vice vera. 




SCHOOL INFORMATION SUMMARY 
Elementary School 



School Name. • • 
Location. « • . • . 



Rrinc^.pal. 
Telephaiilb. 



School Number. 
Area % , 



This summary is pr-ovided for your use in the planning process . l>nierevGr data or 
information for your school could be Ipcated centrally, it is contained in this 
report. The format and contents arej^bject to modification and revision baseci 
on staff reactions this year. 

The topics and categories listed below are intendjed to serve as a framework for 
classifying data and information in a standarized fashion. The ca'tegories 
obviously are not exhaustive and you may supplement it with additional informa- 
tion (space is provided). 

The attached report does not represent a set of indices from which all needs can 
be extracted. In fact, it should not be considered a needs assessment, although 
some of the data may be helpful tor that purpose. Likewise, the completion of 
this report should not be conisidered a complete evaluation scheme. In some cases 
a space has been provided to set goals for next year relative to some data elements. 



TOPIC 1 : Student-Community 
Characteristics 

Ca tegori es : 

Enrollment and Attendance 
Test Data 

Handicapped and Other Special 
" ' Needs 

Suspensions aiid School Damage 
School Community Relations 
Community Demographies 

TOPIC II: Administration and Organization 

(' ategories : * 

Administrative Organization 

Food Services 

Safety 

Transportation 
Facilities 
Budgets/Other Funds 

TOPIC II [: Personnel 



TOPIC IV: Program 

C ategories ; 

Recent Systemwide Approaches 
Instructional Approach 
Art 

Career Education 
Reading/l^anguage ArtJ^ 
Health Education 
Mathematics 

Multidisciplinary Programs 
Early Childhood Education 
Environmental Education 
Music 

Physical Education 
Science ) 

Social Studies ' , 

^ Handicapped and Other . 

Special Needs 
Inst rue tional Supports 
'Extra-Curri cular 



Categories ; 

Staffing 

S taf f Deve lopmen t/ln-Se rvi ce 
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TOPIC I: STUDEN T-rCOHMimi T^^ 

Category : Enrollment and ^ttenUanco 



&rade 



9/30/77 
1977-78 
N % 



3/30/79 
197iB-79 

N ' % 



Race 



TOTAL. 



100.0 



Special Education/ 
(Self'-Contained) . . 

Head Start 

Kindergarten 

Crade I 

Grade 2. 

Grade 3... 

Grade 4 . 

Grade 5.*. . 

Grade 6 



Average Student Attendance. 
Students transported. . . . . 



100.0 GRAND TO'IAt^ 

lite..; 

TOTAL MINORITY, 



y/30/77 
1977-78 



100.0 



3/30/79 
L9 78-79 

N %^ 

''lOO ."o 




erican ^^dian. 
Asian. 

Black.. . ' • 

Hispanic' 



Male; 
Female. 



0/30/77 
1977-78 
N % 



3/30/79. 
1978-79 

N % 



Student Mobility Rate, 



% Title I Students 

Students out of District. 

R ecent History 



Enrollin^at Treads. 





1972 . 


1973 


1974 


1975 


1976 


197 


ftead Start 














K 














I 














2 














3 














' 4 




























_(\^ 












Spec in I. ICd 
Total 



























_ Pro jec tjj)ns 




, Other Datii: 
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ST UDHrrr- COMMUN 1 17 CHARACTER LS;il(:S/ 

iCntogory - Test' Data f A'^ 

.V.' ^t: 



Scholastic Aptitude 

0 ^ 



No rm 



V5 / 



Cognitive Abilities Test CfcAT) 
Verbal^ ^. 
Quantitative ^ 
No n verbal 



Acliievemcnt 



Norm 



Iowa Tests of Basic Skills (ITBS) 
Vocabulary 

Reading Comprehension 



Spelling 
Capitalization 
Punctuation 
f>anguage Usage 



Map Reading 

Reading Graphs & Tables 
Knowledge & Use of Reference 
Materials 



Math Concepts 

Math Problem Solving 



; School Avei'age 

Starfdard .iv^e 
Score (s/a;^0 



100 



School Average ^ 
Grade Equivalent 
Score ((;, E, ) - 



K7 



SM« S, ISxpressed 
,■4 as National 
I A Percent il e 



r. 



50 



(i. I'l. I'lx|) rcsscil 
as a N.il idiia I 
Percent i 1 c 



50 



Percentile Rank for the Student Scoring 
First (Jiiartile CQI), Median, "and Third Quartile (Q3) 



Grade 3 CAT Verbal 



Grade 3 Composite 
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Q3 



M 



Q3 



STUDENT -CO.MMUNITY C HARACTERISTICS 
Category - Test Data 



Grade 5 - 1977-78 School Yo.^r 



Scliol an tie Afll|b ( Liulf 


Scliool Average 
Standard Age 
Score (S.A.S. ) 


S • A. S ; I'lxj) rTsju'd 
as N;il i ()m;i 1 
Pertten 1 1 Vv 


Norm 

i ^ 


100 


50 ^ 


Cognitive Abilities Tesr (CAT) 
Verbal 
Quantitative 
Nonverbal ^ ^ 




♦ 


Achievement 


School Average 
Grade Equivalent 
Score (G.E.) 


G.E. Expressed 
as a National 
Percentfile 


Norm . 


5.7 


50 • 


Fowa Tests of Basic Skills (ITBS) 
Vocabulary ^ 
Reading Comprehension 






Spelling ^ 
Capitalization 
Punctuation 
Language Usage 


» 


.* 


Map Rending 

Reading Graphs & "Tables *^ 
Knowledge & Use of Reference 
\ Materials * 


* — : --^-^ ^ 


r _ 


Ma til (foncepts 
^ Ma til Problem Solving 







Percentile Rank f6r the Student Scoring 
First Quart'ile (QI) , Median, and Third Quartile (Q3) 
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Cradt' 3 C.K'V Verbal 



Grade 5 Composite 



Ql 



Q3 



Si 



Ql 

3 - Grade 5 



Q3 



4 



STUDENT-COM^aJNITY CHARACTERISTICS 



Category - Test Data-^ 



.?i£!LOHi. J^iL«_ults for Longitudinal (L) and Non-Lon>^tt:udlnal (NL) ( ; roups 

Scores reported arc the standard age group (SAS) , grade 'equivalent (CK) , and 
national percentile rank (PR), of the student with mean score. 





Number Taking 


CAT VERBAI. 


TTBS Composite 




Composite 


L 


NL 


L 


NL 


(Jradc 


I* , ' NL 


SAS 


PR 


SAS 


PR 


OK PR 


GE PR 



















VL^'JVLkJj^l JlilF^ J^len_y.flGa tlon^ Tea ting Results 1978- 79 





Number of Students Referred 
For Further Screening 


Number of Students Referred 
to EMT (or SARD) , * * 


K 






1 






2 






\ ~7 




• 



Child Find Report - March 15, 1979 



Total Number of Suspected 
Hnndieapped Students 
l\efc»rred for Diagnosis 



Total Number of Students 
Diagnosed as Handicapped 
■and Needing Special 
■jsducatlori^ To Date 



Total Number of 
Handicapped Students 
Being Served to Date 



Stanford Achievement Test 
Grade 2 - October 1978 



Number of Students below 
fourth Stanine in Reading 



^- I^rngi tiidiiial , Ma rly^ Tden tl flcatlon , Child Find^; and Crade 2 Reading 
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STUDENT-COMMUNITY CHARACTERISTTCS 



Category: Handicapped and Other Special Needs 
Undupll'cated Level Totals By Group - March 1979 



Croup 


Number of 
Students 


" Group 


Number of 
Students 


* 

Mentally Retarded 




Gifted and Talented* 




Speech Impaired 




s Disadvantaged 




Auditpry Impaired 




Emotionally Disrupted 




Visually Handicapped 




Other Language Speaker 




Specific learning Disability 


- > 


Other (specify): 





Duplicated Xevel Totals By Program - March 1979 



, ■ ■ ■ ■■ — r 

Program 


Level 10 


Level 20 


Level 30 


Level 40 


I^evel 50 


Total 


Special Education 














Title L 












V. 


Ilt'.ul Start 














KSOI. 

Ami i lo ry 








• 


















Speech and Language 










. rr- 


% 


• 

Vision 














Other (Specify) 

• 


' ' 












Recommended Service Not Being Provided - March 1979 




A ^ ■ 


Program . 


Level 10 


Level 20 


Level 30 


Level 40 


Level 50 


Total 


(.S(>c ( i I y ) 
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STUDENT-COMMUNITY CHARACTERISTICS 



Category: Suspens^ton and School Damage 
Student; Suspensions 



Year 


^otal Number 


Z of Minorities 


Average Length Total 


Average Length Minor 


Past 










Current 








Next^ 











Property Loss 



i , «t> 


--T — — — 


7/1/77-6/30/78 


7/l/7«-12/31/79 


I'roperty Des trU(:jclon 






Restor.ition of G 


J^ss c^>/lndows 


\ 




Hie ft . 




/ 




-■---:"--:'} 

M i n us Ke^a^^ t u t lip 


r - ■ — ^ 

If' 












Not Cost * 

: 








Fl re liC)ss 


* 






Nnmbef aT^»ii5.awful Entrlt-s r.'- 






Other Datiiv:^ 
f 

.1 


. •■ ' 1 ' , ■ ■ 
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STUDENT- COMMUNITY CHARACTERISTECS 



Category: School-Community Relations 

Schools have a variety of sources upon which to draw for%thlH oatf^gory. lUiwcvcr, 
except for the comraunity survey, standardized data is* not available. Tlio communUv 
survey results may be utilized for this category but you will need to select 
appropriate informatidn to consider. Either atfach relevant Information of 
summarize below: 



— 



0 




STU DENT- COMMUN IT Y CHARAC|rERISTlC S 



(-ategory; CoinnunlCy DemograpliicH 

Si&nlElcan t CHa^Ses in Housin g Patterns 

(Within the .I'>»t yojir. I.e., new apartments planned, elimination of low cost 
housing* e tr. ) 

r . .• • • 




Other Data: 




TdPIC II ; ADMfNiSTKATrON AND PRC 



('.Uc.^ory: AtlmtntHt rat I ve (Vr>v»nl/.;U Ion 



Yoar 



Other ()rRanl5jartlCnTil 
Pattern 




Prior 



2-3 



3-4 



4-5 



5-6 



I t^m _ 

Hoiirs of School I); 
Mhrklng Period 



2? 7 7- 78 

wet»ks 



19 78-79 

week s 



^'■SLiident/I'rofessional Staff Katlo. 
Ave rage (: 1 ass S I zc 

K 

1,2, and 3...*. ... . 

4 , 5 , an d h • • • 

Total Sehoo 1. 




Kt*ct* i vi Sc'hoo Ih 



Oilier Data: 



^Kor Seeondarv SiHioo^.s; (| A/'B 

A (npnu^raLor) : Weight Regular Student EnrollTncnt 

I udes : ilJ regular students (otiier tlian kindergarten) 
j[ ^ one-lull f of (Iial f-day) kindergarten students ^ , 

J'ude:: Mead Start students ' 
•* ,* Xpeei^l education students in self-contained classes 

B ' (denominator) i Sum of Kull-Tlme Equivalent .of - • ' 

' tegular classroom teachers 

reading, disadvantaged teachers 
traveling teachers (art, music, phys. ed. 
l-ISOL, bicultural teachers 
other pro fessional ^^nd administrative 

does not 

Uieliide: Special a^Jlfcation classroom teachets 




resource room te^chers^T 



ADMINISTRATION AND ORCANI ZATION 



Category: Food Scrvtron 



fot.a 

F u r c h ns i n t^ i . u ncji 

K roe I .un cli 

Kediu'i'd Lunch 



I 'urcliaHln^ Milk Only 



^'4JL^^liiiL^i?jkLA ^'^^y-^ ^9P^^ Only 
jurrc ak f an t Program 



100 





100 



Other Data: 



'''li.isi*d 4)11 Mu' avi'iM^i' Htthlcn 



t participation in ihi' fntxl prnj'^rani for I lu* s/ntK* 



EKLC 



^A|)MINISTKA:ri()N AND OKCANlXATi ON 



Yr,ir 
1^ itM 



(■urV*t'nt 
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APMLNISTRATipN AND ORCANLZATrON 

- . . ' - -. ^ 

Category : . Transportatipn | ^ 





Prior Year 


Currtint Year 





















Noxt \cnv 



Ottier Data: 



Numbe r of Busi\-;. 

Number of Special Ed Students Bused. 

Number of Speciai Ed Buses , 

Time of First Bus Arrival........... 

Time of Last Bu.i l^ickup ............. . 



L. 



ERIC 
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ADMINISTRAnON Ajq> ORGANIZATION 
Category: Facilities 



Site, Capacity, Room Use - This and Adjacent Schools 



School 


i 

Site 
Acres 


Capacity 
Range 


Rooms 


Actual 

Current 

Enrollment 


Current Use of Rooms 


Regfflar 


Spec>. ^ 
Ed 


Spec. • 
or Alt 
Prog- 


Join t 
Occ. 


Other 
Use 


K 


1-6 






\ 

/ 




t 

















Entire Building 


Number of Rooms 


Other Space 


Air Condi tioniog 








Year 


Scheiyled Modemization/Renovatiori 
Description 


Estimated Cost 


\ ■ ^ ■ ■ ' ' 















Year Scheduled for. Possible Closing Study 



Other Data: 



4.t 

12 



Facility Utilization 

* » . Prior Current * Next 



Number of instructional areas used for 

kindergarten. 

Number of instructional areas used for regular 
^Classes, Grades 1-6 .-. ^ ...... .. 

Number of instructional areas used for special 
education. • • • - 

' J. ■ * ■ 

Number of classrooms used for:* 

a. Music centers; 

b. Art centers...... .1. 

c. Science centers..... 

d. Mathematics centers.. 

e. Resource centers or teachers. 

f. Head Start... 

g. Joint occupancy (identify Uses, e.g., day 

carl//) 



Year • Year ' Year 



Special and/or alternative programs 
(identify program, e.g. , adult 
education//) 



V • • • 



1. Other....... 

Reading Lab 



Number of classrooms • not in use. 



TOTAL number of classrooms (Sum of Itema 1-5)... . 

If any rooms other than those listed above are being used as classrooms, 
please list under Other Data. 

*Do not count specialized facilities, e.g., IMC, gymnasium, or art and music 
room if especially designed and equippe.d for those functions. 

//Uses must require that the classroom not be available for the school's 
regular program use during the school day. 

Specialized Facilities (Especially designed and ! 

equipped for functions like IMC, gymnasium, art, 

and music - These should be rooms not counted f . y- 

above . ) . ^ 

a. : IMC...... ...... _____ 

b . Gymnasium 

c. Art^..... " 

d. . Music ', 

e. Other , " 



13 
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ADMINISTRATldN AMD ORGANlgA TtON - V 

• • • • ■ t ' ' ■ 

Category: Budget/Other f^^is 

Standardized data is not presently available .for' this category* therefore, you 
have flexibility in deciding upon what to include 0^^ hov. You may wish to 
make year-to-yiear comparisioA|' between allocations, ^etivity funds, and even . 
PTA income and set corresponding objectives. 



TOPIC III: PERSONNEL 



Category : Staffing 
STAFF ALLOCATIONS 



V ^ ^ 1977-78 1978-79 

Instructional Staff n FTE N * FTE 

GRAND TOTAL. ^. [ 

PROFESSIONAL STAFF TOTAL 

Regular Classroom Teachers. . . 

Special Education Classroom Teachers...^ 

Reading Teachers 

Disadvantaged Teachers... 

Resource Room Teachers .. • 

Traveling Teachers: Art, Music, Physical Education.. 
English for^eakers of O^ther Languages , 

Bi cultural Teachers * " 

Special Needs Teachers 

Other Professional/Administrative Staff 



1977-78 1978-79 1977-78 1978-79 

Sex N % N % Race N % N % 



Male White.... 

Female Minorlty- 



Staff Turnover Rate 

Staff Requests for Transfer 

Number Staff Absence (over 15 days) 

) 



Other Data: 



/ • ' . ' • 

^ PERSONNEL y ^ . 

Prior Current Next 
Year Year Year 

Secretarial Staff ^ 
Building Service Staff . 

. , ' ' 1977-78 1978-79 

N FTE . N FTE 

INSTRUCTIONAL AIDES TOTAL. 

V Regular Instructioaal Aides.... ^ \ 

^ Special Education Aides... [ \ 

Instructional Materials Center Aldea. ? ' 

. 5 , * ' Utilization o f Aides 

-''^^^^^^ ^^^^ aide allocated to your school, briefly describe the manner in which they 
utilized. Provide approximate percentages of time typically assigned to each 

.J \, '-J - ."titok. . - ♦ ■ 

Aide Utilization 



1 



Number 



Utilization of Volunteers 
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PERSONNEL 



Category: /Staff Developnent/In-Service 

NOTE: 1977-78 - No data available foi;. traveling teachers 
1978-79 - Nuirf>er^^ Vacant Pdsitions 

' ■ ' ■ 'a.. ■ ' 

PROFESSIONAL STAFF DATA : 



Hi^est Degree 
Status 



TOTAL. 



1977-78 1978-79 YearS of . 
N % N ■ %' Experience 



1977-78 1978-79 

^ N . X N % 



Non-Degree. . . . 
Bachelor's. . . . 

Master's 

Master's + 30. 
Doctoral. . . . . . 



4 or'^less. . ^4 . . . . . 

5-14.=....; 

■ i5-24v.i,,:,, - 
.25-34;,. ... 

35 or more... . . .. 

def in,e at ye^rs in 
MCPS'or total 



Bri^f Description of Current Emphasis 'on In-rServdpce in School 



Planned Emphasis next year 



Other Data: 



PROGRAM 

Category: Recent Systemwlde Approaches 



Instructional Systems 



filot Year 



Implementation Year 



Math 

Re adin g/Langu4^e^J^«^ 
Science 

Social Studies 



Early Entrance - 
First Grade 

Interrelated Arts 

Prototype Teacher 
Planning 

STEP 

Other: 
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INSERT COURSE OFFERINGS BULLETIN 



TOPIC IV: PROGRAM / 
Category: Instructional Approach i 

Describe the* general Instructional approach for each pf the basic programs. 
Indicate If different strategies are usecf at different grade levels or courses* 





1 


I • ■ 

• / 




, ■ If 












/ ■ - ■ ■ 








■ ■ r 






Career Education - 




/ 


1 I ' ■ ' ' 




: : 'If / 











Reading/Language Arts - ' | 



^1' 



Health Education - 





Mathematics - 


















\ 







r J ' \ 

Multidlscipllnary Programs - ■ ■ ■ }\ 



Early Childhood Education ■ ; 



53P=^ 



Ehvlxpnmental Education - . 



V 



Music - 



PROGRAM 



Physical Educati^ 



Science 



Social Studies - 



Handicapped and Other Special Needs - 



Other Data: 




,. ri 20 



PROGRAM 

\ Category: Instructional Supports 

t. 

List Numbers of Items in School Instructional Equipment: 

Movie Projectors Record Players 

• Slide Projectors TV Monitors 

Overhead Projectors TV Tape Recorders 

Reel-to-Reel Tape Recorders ^ 

% 

, Cassette Tape Recorders 



List textbooks for the basic prograos. : ' . ^ ^ 

Indicate if different textbooks are used at different grade levels. 

Reading/ Language Arts - 



Math - 



Social Studies * 




PRO 



Category: J^ii^a-.Currlfcular 

Standardized data Is jjot I*te8en|3l^'^y^lable for/thlsjsiiitegory,* therefore, ^you 
have flexibility in wt»^t ^^ta^ro^cies you use. You consldej^ extra-currlculajS'^?^)^ 

^^tlpends, number of ^tUdentsJ^p^lclpatlngf^'tc. ' ' . - ^ 
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SCHOOL INFORMATION SUMMARY 
Middle /Junior High School 



School Nlime... 
Location 



Principal 

Telephone 

School Nuxnber... 
Area. • . / 



This summary is provided for your use in th^ planning process. Wherever data or 
information for your school could be located centrally, it is contained in this * 
report* The format and contents are subject to modification and Xevision b&sed 
on staff reactions this year. 

The topics and categories listed below are intended to serve as a framework for 
classifying data and information in a standarized fashion. The categories 
obviously are not exhaustive and you may supplement it with additional informa- 
tion (space is provided). 

The attached report does not represent a set of indices from which all needs can 
]>e extracted. In fact, it should not be considered a needs assessment, although - » 
some of the data may be helpful for that purpose. Likewise, the completion of 
this report should not be considered a complete evaluation scheme. In some cases 
a space has been provided to set goals for next' year relative to some data elements. 



TOPIC I: Student-Community 
Characteristics 

Categories ; 

' Enirollment and Attendance 
Test Data 

Handicapped and Other Specia^,^ 
Needs 

Student JBehavlor /School Climate 
School Community Relations 
Community, Demographics 

TOPIC II: Administration and Organization 

Categories ; 

Administrative Organization 
.Food Services 

Safety ^ 
Facilities ^ 
Budget /Other Funds 

TOPtC III: Personnel 

Categories : 
' Staffing 

Staff Development /In- Service 



TOPIC IV: Program 

Categories : 

Recent Systerawide Approaches 
Instructional Approach 
Art 

Business Education 
> Career Education 

Cooperative Vocational 
/ Education 

English Language Arts 
Foreign Language Arts 
Health Education 
Home Economics 
Industrial Education 
Mathematics 

Multidisciplinary Programs 
Music 

Physical Education 
Reading Language Arts 
Science 

Social Studies 
Handicapped and Other 

Special Needs 
Instructional Eqiii-pment 
Extra-Curricular 



TOPIC I: STUDENT- COMMUNITY CHARACTERISTICS 



Category: Enrollment and Attendance 



Item 



1977-1978 
N Z 



1978-1979 
N % 



Average Student Attendance. 

Students Transported 

Student Mobility Rate 



N/A 



Grade 



9/30/77 
1977-78 
N Z 



3/30/79 
1978-79 
N % 



Race 



^OTAL. 



100.0 



Special Education/ 
(Self-Contained. . . 

Head Start 

Grade 6 

Grade 7 

Grade 8 

Grade 9 



100.0 GRAND TOTAL. 



White. 
TOTAL MINORITY. 



Ame r i can ^ In di an « 

Asian • • • • « 

Blacici..,.,!. ... 
^Hispanic. . . .'. ^ . . 



Sex 



Male. 
Female. 



9/30/77 3/30/79 
1977-78 1978-79 
N Z N Z 



100.0 



100.0 



9/30/77 3/30/79 
1977-78 1978-79 
N % N % 



Enrollment Trends 



Projections 



Grade 


1972 


1973 


1974 , 


1975 


- 1976 


1977 


1978 


1979 


1980 


1981 


1982 


6 
























7 . 












J 












8 
























9 
























Total 


/ 























Other bata: 
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STUDENT- COMMUNITY CHi^CTERISTICS 
Category - Test Data 



Grade 7 - 1977-78 School Year 



ERIC 



Scholastic Aptitude 


School Average 
Standard Age 
Score (S.A. S.) 


S« A. S. Expressed 
as Naltipnal 
Percentile 


Norm * 


100 


50 


— — V — : • — — 

Cognitive Abilities Test (CAT) 
< Verbal 

Quantitative 
Nonverbal 






Achievement * 


School Average 
Grade Equivalent 
Score (G.E. ) 


G. E. Expressed 
as a National 
Percentile 


(.Nomi 




V 50 


fl — — . , ' -nftj 

Iowa Teits of Basic Skills (liTBS^ 
Vocabi/lary ' 
Reading Comprehension ^ '^^W^' 




B : 


Spelling 

Capitalization 

Punctuation 

Language Usage / 

: \ - ' / 






■ "-J • 'iit v..'Map Reading - - 

Graphs & Tables 
Knowledge & Use of Reference 
Materials 






. ; ; V 

. Math Concepts 

Math Problem Solving . 







. Percentile Rank for .the Student Scori^ng 
First Quairtile (QI) , Median, and Third Quartile (Q3) 



Grade 7 CAT Verbal 



Grade 7 Composite 




STUDENT-COMMUNITY CHARACTERISTICS 



Category - Test Data 

■ Grade 9 - 1977-7 8 School Year 



t Scholastic Aptitude 


Sdhool Average 
Standard Age 
Score (S.A.S.) 


S.A.S. Expressed 
as National 
Percentile 


Norm 


100 


50 


# 

Cognitive Abilities Test (CAT) ^ 

Verbal ' . 
Quantitative 

r Nonverbal 

'. ♦ . 


5 ; L- 




Achievement 


School Average 
Grade Equivalent 
Score (G.E.) 


G.E, Expressed 
as a National 
Percentile 


Norm 


. '9.3 


'50 


Iowa Tests of Basic Skills (ITBS) 
Vocabulary 

Reading Comprehension 






Spelling » 

Capitalization 

Punctuation 

1 Off Q OA IT a Q OA 

j^angUagc usage 






Map Reading 
. Reading Graphs & Tables 

Knowledge & Use of Reference 

Materials " ■ 

/■ 




^ 


Math Concepts 

Math Problem Solving 




i.;.- 



Percentile Raiik for the Student Scoring 
First Quartile (QI) , Median, and Third Quartile (Q3) 



Grade 9 CAT Verbal 



Grade 9 Composite 



Ql 



M 



Q3 



5: 



Ql 



M 



Q3 



STUDENT->COMMUNITy CHARACTERISTICS 
Category: Test Data 



Maryland Functional Reading Test Result s for October 1978 Administration 



Number 0f * 
Students 



Percent of Students Scorior 


I at Least 80 Percent 


Locating 
References 


Understanding 
Forms 


Gaining 
Information 


Following 
Directions 


Total 
Test 













*MCPS Functipnal Mathematic§/Test Results 

Grade 9 



November 1978 Administration 



Number of ^Students PASSING ALL OBJECTIVES .: 
Number of Students Who Still NEED REMEDIATION 



Students \ 



fr. 



*MCPS^^Basic Proficiency Test in Writing - Fall 1978 AdTtiinistration 



Number of Students 
Needing Remediation 


Completing 
Forms 


Writing 
Directions 


Recognizing and -JWri ting 
Rotated Sentences 




A 


B 


C 



















Writing Letter 
and Envelopes 


0 > 

Spelling 


Identifying 
Main Points 


Editing and 
Proofreading 


B 


. c • 


\ 


. \ 


\^ 

\" - 









^optionally filled in by school as no information available centrally 

ERIC 



STUDENT-COMMUNITY CHARACTERISTICS 



Category - Test Data 

t * 

~School~Re8ult8"foY~L"Qngl^ ' 

Scores reported are the standard age group (SAS) , grade equivalent (GE) , and 
national Hilyrcentile rank (PR), of the student with mean score. 





Number^ 


"Taking 


CAT VEkBAL 


ITBS Composite 




Composr^e 


L 




NL 


L 


NL 


Grade • 

* 


L 

« ■ 

• / 


f NL 

/■ 




PR 


SAS 


PR 


GE 


PR 


GE 


PR 
















^ 
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STUDENT-COMMUNITY CHARACTERISTICS 
Category: Handicapped and Other Special Needs 

-Undupllcated-Leve3^otala-By-Group- T-_March -1979 



Group 


Number of 
Students 


Group 


Number of 
Students ^ 


Mentally Retarded 




Gifted and Talented 




Speech Impaired 




Disadvantaged 




Auditory Impaired 




Emotionally Disrupted 




Visually Handicapped 




Other Language Speaker 




Specific Learning Disability 




Other (specify )V 


1 



Duplicated Level Totals By Program - March 1979 



Program' 


Level 10 


Level 20 


Level 30 


Level 40 


Level 50 


Total 


Special Educati^ 














Ml d die / S e cond a rj^ 
Alternative 














Title I 














Head Start 














ESOL 














Audi tory 














Speech and Language 














Vision 














Other (Specify) ^ 

\ 






f . 









Recommended Service Not Being Provided - March 1979 



Program • 




Level 10 


Level 20 


Level 30 


Level 40 


Level 50 


Total 


(Specify) 










> 


■if. 
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STUDENT-COMMUNJTY CHARACTERISTICS 
Cateelli^ry: Suspension and School Damage 



Student Suspensions 



Year 


Total Number 


% of Minorities 


Average Length Total 


A^rage Length Minor 


Past 








\ ■ ' 


Current 




■a 




* 1 


Next 






• V 





Property Loss 



, \ ' 

\' 

\ - . ^ — — ^ — • • ' • 


771/77-6/50/78 ■ 


^' . 1 « 

• 7/1/7^-12/31/79 . 


. \ ' ' . ■* * * , 

V ^ ■ . ■ . ,■ . ^ .1- 

Property Destruction . ■ - ^ 






\ : ' ■ -■■^ " 

Restoration of Glass Wii^dows * . V 


>^ ■■ 




Theft ^' 'V • — • ..-.'■^^ 


•-^ J? ^' ■ . — r- 




Total \ ' iV^ '-^S:"- '■• t V^r 


^,.> . 




•■ \ ' ■;. ^ - . ■ 

Minus Restitution / . ^ ' . "r^"- 






Net Cost :*\" ■ • /\ . _ ■ 






— ■ \ .•; > ■■ - . 

Fire 'Loss • \^ , - * - 






. ,. ' . \.;-- . ■ ■ 

Number of Unlawful Entries , /- . ' ' ■ ^. 

■ ■ -"T-: T-*- ' ^ ■. ■ '" ' 


» «. • ■ 


■Sl'-..^ ^ ■' ^— ■ 



Other Data: 




ERIC 



\ 



- ' ^ ' STUDENT-COMMUNITY CHARACTERISTICS 

; " - ^ Category: School-Community Relations 

' .. ■ ' . 

Except for the connnunity survey, standardized data is not general l y available for 
thl,8 category . ^ The community survey results can be utilized for this purpose, 
although ycAi will need to select appropriate information to consider. You may 
h^ve some^ other data sources which' can be examined. Either attach relevant 
Information of summarize below: 

~~ ' ~ ^ ■ 

a _ _ ■ ' 

r. . ■ ■ 



• 



,' i / •• 
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STUDENT-COMMUNITY CHARACTERISTICS 
Category: Comniinlty Demographics 



Significant Changes In Housing Patterns 

(Within the last year . I.e., new apartments planned, elimination of low cost 
housing, etc.) 




TOPIC II: ADMINISTRATION AND ORGANIZATION 

: — r — ^ 

Category: Adinlnlst;ratlve Organization 



Item • 1977^78 

Hours of School Day 

Marking Period weeks 

*Student/Professlonal Staff Ratio 

^ V 

Feeder Schools. •••• • 

• -/ 

. i 



Receiving Schools, 



Other Data: 




*For Secondary Schools: A/B 



A (numerator) : Regular Student Enrollment 
includes: all regular students 
does not 

include: Special education students in self-contained clas 

> 

B (denominator) : Sum of Full-Time Equivalent of - 

regular classroom teachers 
reading teachers 
} ESOL, bicultural teachers 
I ( other professional and administrative 
does no_tV ^ 
:? I 

resource TOom%eachei_ 
special rifeds teachers 



include : 



Special education cl|pproom teachers 



69 



ADMINISTRATION AND ORGANIZATION 
Category: Food Services 





Prior Year* 


Current Year; 


N 


% - 


N 


X 


iO cax 






100 




100 


Purchasing Lunch 










Free Lunch 










Reduced Lunch 










Purchasing Milk Only ^ 










Purchasing A La Carte Food Only ^ 










* 

Breakfast Program 


'f 









Other Data: 




*3ascd on the average student participation in the food program for the same 
otve-month p&rl6d each year. 



ADMINISTRATION AND ORGANIZATION 



Category: Safety 



Yea r Student Accidents Reported Staff Accidents Reported 



r 

Prior 






Currejit 













/ 

Other Data: 





ADMINISTRATION AND ORGANIZATION 
Category : Facilities 

SiteT-Capacitry^-Rooo-U8e----Thia~and-Adjacent-School8 



School 



Site 
Acres 



Capacl ty 
Ran^e 



Air Conditioning 
Year 



Rooms 



Actual 

Current 

Enrollment 



Current Use of Rooms 



Regular 
Classes 



Spec. 

Ed 



Sped, 
or Alt 



Joint 
Dec. 



Other 
Use 



Entire Building 


Number of Rooms 


Other Space 









Scheduled Modernization/Renovation 
Description 



Estimatpd Cost 



Year Scheduled for Possible Closing Study 



Other Data: 



14 



Prior Current Next > 
Year Year Year 



t 

1. Number of standard classrooms used for: 



English.. 

Sddal Stiidleflf. . . . . ^ 

Mathematics 

Foreign Language. . . / 
Speclapi Education.. 



2. Number of specialized Classrooms used for: 

' Science .^ 

, Business Education. 

Industrial Arts.... 

Home Economics 

Music 

Art , 



3. Number of gymnasiums .* 

A.' Number of auxiliary physical education rooms ^ , 

Total number of teabher stations 

(coun^ each gymnasium as two T^S.) >..«.»... f , 

Capacity - Each T.S. times 25 ' - 

Your estimate of cfiqpacity 

In your opinion does the present rated capacity of your building 
.f^- ( ) adequately reflect your current*: usage and pupil needs 

Yes No 

If answer is no, please explain on Another sheet of paper , 

■ \ 

5. Teaching stations accommodating a joint occupant and/or speM.al or alternative 
programs, please identify, e.g., adult education, iihe use rdentified mudt 
require that ^e teaching station not be available nfr regular school program 
use during the school day.) ^ 



ERIC 
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ADMINISTRATION AND ORGANIZATION 
Category: Budge t/Othor Fundti 



Standardized data Is not presently available for this category, therefore, you 
have flexibility In deciding upoo what to include and how. You may wish to 
make year-to-year comparlHono between allocationa, activity funda, and even PTA 
Income and set corresponding objectives. 



m 



4l 




ERIC 
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TOPIC III: PERSONNEL 
Category : Staffing 



.# 1977-78 1978-79 

Instructional Staff . ■ N . FTE N FTE 

GRANI^OTAL • 

PROFESSIONAL STAFF TOTAL. . . . . , . . . . . . 

Regular Classroom Teachers • • 

Special Education Classroom Teachers. 
Reading Teachers ..y.. ... . . . • 

Resource Room Teachers. • ..^ • . • .... 

^ English for Speakers of ^ther _Languages, 

/ Bijcrlrltural Teachers 

Special Needs Teachers • . • • . . . • • 

Other Professional/Administrative Staff..... 

• . ^ . • \' 
' . 1977-78 1978-7 9 

Sex ■ N % >N % . Race 



Male. ........ \ White............. . 

Female Minority..... 

1977-78 1978-79 

' ' N FTE N FTE 

INSTRUCTIONAL AIDES TOTAL, i... ........ 

Regular Instructional Aides. ............... ^ ......... . 

Special Education Aides.:.'...';.....*'.. J... 

^si^nstfuctional Matj^rial^ Center Aides..'...-.... 



1977-78 1978- 79 

N % N . % 



Staff Utilizatidn^ Report (Includes Aides) 



Secretarial ,Staf f 
Building Service Staff 



PERSONNEL 




Prior Current Nextr 
Year Year Year 



Staff Turnover Rate 

Staff Requests for Transfer 

Number Staff Absence (over 15 days) 



Other Data: 




^9 



r 



PERSONNEL- 



Category: Staff Development/ln-Service 



PROFESSIONAL STAFF DATA 



Highest Degree 
Status i 



TOTAL. 



Non-Degree 
Bachelor *sj., . . 
Master^s/. . . . . 
Master'^ + 30. 
Doctoral. 



1977-78 
N ' % 



1978^79 

-N % 



Years of 
Experience 

"total.. ... . 

,or less.. 
^ ■ 5-14....... 

15-24 

25-34...... 

■r*^ 35 or inbr6. 



1977-78 
N % 



1978-79 
N % 



Brief Description of Current Emphasis for In-Service 



Planned Emphasis next year 



r 




Other Data; 




PROGRAM . 

Category: Recent Systemwide Approaches 



Instruct^ional Systems 


Pilot Year 


Implemenjtation Year 


Math 






Reading /L&iguage Arts 






Science 






Social Studies 


• • 




Interrelated Arts 


V . 




Prototype Teacher 
. Planning, 


• 




STEP 






Other: 






> 


k • » 






. . ■ •'■'"^ 
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INSERT COURSE OFFERINGS BULLETIN 



j TOP-IC IV: PROGRAM. . . 

' Category: Instructional Approach 

Describe the general instructional approach for each\;Of the basic programs, 
In<|icate if different strategies are used at different grade levels or courses. 

a4^_ — _ — ^ — ^ — — — - 



Business Jiducation - 



Career Education - 



Cooperative Vocatlotial Education - 





A . 


. - _ — . . — • • 


Ewglish Language Arts - 




. • \ 









Foreign Language Arts - 



Health Education t> 



Hon# Economics - 



1 




Music - ^ 

P' • — ^ : : V : ' 

Physical Education - . ^ 



Heading Language Arts 



\ 



Science - , 



Social Studies 



Handicapped^ and Other Special Needs - 



er|c . ' ^ " 



, PROGRAM 
Category: Instructional Equipment 

List Numbers of Items In School Instructional Equipment^ 

. ' Movie Projectors ^ Record Players 

' Slide Projectors * ' TV Monitors 



^ 



Overhead Projectors . \ TV Tape Recorders 

Reel- to- Reel Tape Recorders 



Cassette Tape Recorders '■' -- \^ " 



List textbooks for the basic programs (where t^tetbooks are issued to every student). 
Indicate if different textbooks are trsed at dirferent graded levels or for different 
courses. ' " . 

Reading/Language ,Arts - ^ 



Math - 



'Social Studies - 



Science - 



.r 



Other Data: 



» 



PROGRAM 



Category : Extra-Currifcular 



Standardized data is not presently availaWe for this category, therefore, you 
have-«exlbility in what data sources you use. You might consider extra-curricular 
stipend^, number of students participating, -etc. 



■4. J: 




25. 
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SCHOOL INFORMATION SUMMARY 



School Name* • • 
Location 



Senior High School 



Principal 

Teleph&ne 

School Number, 
Area 



This summary is provided for your use in the planning process/ Wherever data orfk 
infqnpation for your school could be located centrally, it is contained in this ' 
teport^. The format an^* contents^ are subject to modification and revision based 
on staff reactions this year. 



iiie topics and categories listed below are intended to se 
claspifying-^a.ta and information in a standarized fashion 



as a framework for 
^ The categories 

obviously are not exhaustive and you may supplement it wi^:h additional informa- 
tion (space is provided), * 



The attached report does not represent a set of indices f^om which all needs can 
be extracted. 'In fact, it shbuld not be considered a needs assessment j although 
some of the data may be helpful for that purpose. Likewise, the completion of 
this jreport should not be considered a complete evaluation scheme. In some cases 
a space has been provided to set goals for next year relative to >6ome data elements, 



TOPIC I: Student-Community 
Characteristics 

Categories^ 

Enrollment and Attendance 
Test Data 

Handicapped arid Other Special 
Needs 

Student Behavior/School Climate 
School Community Relations 
Community Demographics 



TOPIC II: Adminis trat^n and Organization 

* \ 

Categories : 

Administrative Organization 
Food Services , * 
Safety 
Facilities 
-Budget/Other Funds 

TOPIC III: Personnel 

Categories : • 

, Staffing /- 
Staff DevSlopment/In-Servlce 



\ 



TOPIC IV: Program 

Categories : 

Instructional Approach 
Art 

Business Education 
/ Career Education 

Cooperative Vocational 
Education 
' Driver Education 
English Language Arts 
} Foreign Language 'Arts * 

Heal.th Education 
Home Economics 
Industrial Education 
Matlpmat-ics 

Mu^idisciplinary Programs 
Music 

Physical Education ^ 
Sci ence 

Social Studies 
Handicapped and Other 
Special Needs 

Instructional Eauipment 

Extra-Curricular 



77. 



TOPIC t: STUDENT" COMMUNITY CHARACTERISTICS 
.Category: Enrollin^nt and Attendance 



Item 



Average Student Attendance, 

Students Transported 

Student Mobility Rate 



1977-1978 
N % 



1978-1979 
N - % 



N/A 



Grade 



' 9/30/77 3/30/79 
1977-78 1978-79 
N % N % Race 



TOTAL. 



Special Education/ 
(SelfrContained. . . 

Head Start 

Grade 9 

Grade 10. . 

Grade 11. 

Grade 12 



100.0 lOOrO /GRAND TOTAL. , 

White 

TOTAL MINORITY. 



American Indian. 

Asian 

Black 

Hispanic 



Sex 



Male . . , 
Female . 



Enrollment Trends 



9/30/77 3/30/79 
1977-78 1978-79 
N %. N % 



100.0 



IQO. 0 



9/30/77 
1977-78- 
N % 



3/30/79 
1978-79 
N % 



Grade 


1972 


197J 


197A 


1975 


1976 


1977 


1978 


1979 


1980 


1981 


1982 1 


•9 : 
























10 
























11 
























12 
























Total 

























Other Data: 
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STUDENT- COMMUNITY CHARACTERISTICS 
Category - Test Data 

# 

Grade 9 - 1977-78 School Year' 



•5 

Scholastic Aptitude 


School Average 
Standard Age 
Score (S^A^SO 


S« A« S« Expressed 
as National 
Percentile 


Norm . 


100 


50 


Cognitive Abilities Test (CAT) 
Verbal 
Quantitative 
Nonverbal 


) 




Achievement 


School Average 
Grade Equivalent 
Score (G.EO 


G.E, Expressed 
as a National 
Percentile 


Norm 


■ w ■ 

' 9.3 


' 50 


Iowa Tests of Basic Skills (ITBS) 
Vocabulary 

Reading Comprehension 






Spelling 
^ Capitalization 
Punctuation 
Language Usage 






Map Reading 

Reading Graphs & Tables 
Knowledge & Use of Reference 
Materials 




. , / 

o 


. ■ 

Math Concepts 

Math Problem Solving 







Percentile Rank for the Student Scoring 
First Quartile (QI) , Median, and Third Quartile (Q3) 



ERIC 



Grade 9 CAT Verbal 



, Grade 9 Composite 



Ql 



Q3 



M 



Q3 



t 



STUDENT-COMMUNITY CHARACTEI^STICS 
Category - Tesfe/^Data 



Grade 11 - 1977-78 School Yeafr 



— '■ — ■ 

Scholastic Aptitude 


School Average 
Standard Age 
Score (S,A,S,) 


S, A, S, Expre^&^d 

as National 
] Percentile 


Norm 


100 


. 50 


Cognitive Abilities Test (CAT)<^ 
Verbal 
Quantitative 






Achievement 

Ix- : 


Schocyl Average 
Standard Age 
Score (S.S.) 


S. S. Expressed 
as National 
Percentile 


No rm # 

■ ■ — — " ^ " ' 


50 


50 ^ 


Tests of Academic Progress (TAP) 
•Social Studies 
Mechanics of English- 
Science 
Reading 
Mathematics 
Literature 







Percentile Rank for the Student Scoring 
FAf^t Quartile (QI) , Median, and Third Quartile (Q3) 



Wfi: 



Grade 11 CAT Verbal 



Ql 



M 



Q3 



Grade 11 Composite. 



Ql 



V M 



Q3 



STUDENT-COMriU^flTY CHARACTERISTI.CS 
Category - Test Data 



'Maryland Functional Reading Test Results for October 1978 Administration 



Number of 
Students 


Percent of Students Scorin 


g at LeasS: Percent 


Locating 
References 


Understanding 
Forms 


Gaining 
Information 


Following 
Directions 


Total 
'Tes t 















*MCPS Functional Mathematics -Test Results—- November 1978 Administration^ 

Grade 9^ V ' 



Number of Students PASSING ALL OBJECTIVES 
Niinber of Students Who Still NEED REMEDIATION 



Mathematics Deficient Students from Grade 9 Tests 





Grade 10 


Grade 11 


Grade 12 


•timber - of 








Students 

















*MCPS Basic Proficiency Test in Writing - Fall 19 78 Administration 



Number^ of Students 
Needing Remediation 


Cbmp leting 
Forms 


Writing 
Directions 


Recognizing and Writing 
Related Sentences 


-> 


A 


B 


C 

















9 


Writing Letter 
and Envelopes 


Spelling , 


Identifying 
Main Points 


A 

Editing and ^ 
Proofreading 


B 


. C 




• 












'^Optionally filled, in by school as no inforniatlon av 



ailable 



centrally 



; STUDENT-COMMUNITY CHARACTERISTICS 
Category - Test Data 



_School Results^^foiL-I^hRtudiQal-- — 

Scofes reported are the standard age group (SAS) , grade isquivalent (GE) , and 
national percentile^ rank (PR), of the student with mean score. 



Grade 





Number Taking 


- , CAT verbal' 


\ ItBS. 


Composite 


* 




o?JLte 


L 




. NL 


L 






NL 


L 


NL 


SAS 


PR 


SAS . 


PR 


GE 


PR 


GE 


PR 














« 












K 

•A 


; • ' 






































- < 

























'if: 




• 'fey 



A 

O. 




■,6 • 



/■ . 



■■.■\ 



Category : Handijjl^pped . and 0 tht Special . Needs 



Undupllcatfed^Level Totals^By Group;- March 1979 




Menta^yiy Retarded 



Speech Impaired 



Group 



Auditory I|Tipalred 



\ flsu'ally Handicapped^ 



Sl^eciflc Learning Disability 



Number of 
Students 



l^f te4 :and Talented 



r:ti^igf.advarit:ajfei< 



Emgittynaliy 



^ 6thfet:vj!i,ang 




^Vr-^tH^ll^; Xspecif y ); 



Dii^licatec 



i'tals, Bi^. ES-6'g:^^Ta>^ ; Mai 



Number of 
Students 



Bra^ram * r- ' 


■'•w •,■ 

Level IQ 






— 4:.r,jt 

Level AO 


Level 50 


Total 


Special' Education V 






i, ~\ ' 


' ' ' > 






Middle/Secondary \ Jv. 
Alternative 




.. m-, 


■■?,- r, '- .. 
' . ; ■■ .' ■ ^ -o ' 








Title t ' V -^.^ 














Head-tS^art. » ■ 










/ 


4 


— -^f^^ ^ 

Esot' : . ' ^ . \ 










/ 




' ^ ■ ■ ■• \ ■ ^. 
Auditary^'\ v ' - ^ . ' ^ 


■ ■ ' ■ , ^' 












. ■ ■> / , V " ' ■ ■/ 
Speech \and .Language 




























Other (Specify) ' 

■ •. . * ■■ 


a 










1* 



ommendcd Service No t .Being Provided - March 1979 



Program •>/ 


Lfevel 10 


Level 20 


* ■ 

Level 30 


Level AOr 


Level 50 


^fltal 


(Specify) 

, :• / ■ ■ , ■ 










N . ^ 

r , 





STODENT-COMMUWtTY CHARACTERISTICS 
Category: Suspension and School Damage 

Student Suspensions 



Year 1 


^Total Number 


% of Minorities 


Average Length Total 


Average Length Minor 


Past 








• *• 

■ \.,_. 


Current 




* • 






Next 






< 





Property Loss 



' ' ■ T 


7/1/77-6/30/78 


» 

7/ 1/78- 12/ 31/79- • 


Property Destructiotii ' " 






RestSration of Glass Windows 






Theft 






— i 


Total ' / ' ^ 


P ■ J:l- 




il 


Minus Restitution 


■ J 






Net Cost jH 

^ ■. - ■■ '..f \: ■ 








Firfe Loss . - 






Number of Unlai/ful •Entries 







Other Data: 



8^ 

8 



STUDENT-COMMUNITY CHARACTERiailCS 
Category: School- Comounicy Relations 



> 



Except for the conimunity survey, a-l^ndardized data is not generally availab|(e for 
-thi-3 -category-. The -cosmunicy -survey" resurts~c^^^ 

although you will need to select appropriate information to consider. You may 
have some other data sources which can be examined. Either attaoitt relevant 
information of summarize below: 



J ■ , ^ ■ ^ ■ ; ■ 

■ ■ ■ 



f 

'^;4t>* , " ... • ■ ■ , 



/ 



■.V 



41 




■4 J- 



tern 




^^gNIStRATION AND 




^ZATIQN 



Hbiirs ♦ ^ S^^^ * . . , . • . . . . m . . 
Marking Perio4ff' ^1^.. 

*Student/Prafed3ional Staff Ratio 



A|^ininistr«t;ive Organization 
1977-78 ' ' 



1978-79 



weeks 



weeks 



Feeder Schooia^. 



Ottier Daea; 



7 




"fFar^ Secondary Sch4o|s: A/B ; 



'r ■ ■• 



A (numerator): Regular^Studenl; -i^jrollnien^t ^p^- 
' includes"; V all regular students ^ 

^ does not- J: . • (^-^ 

Include: Special education stjudents^n s'e'lb'^oniained classes 

' J ^ 

B (denominator): Sum of Pull-Time -Equivalent of - 

^ regular** clasggi^om Jteachers ^ -...ijtf ■ -a " 

^ • . reading te'achers * |p 

ESOL, bicultural teachers . ' * 

6ther. prof essional and administrative 



,1 



does-rt,5telL V 



wir^lud(f ^ 



Special education classlroom teachSrs 
reisource room teachers 
special needs teachers « 



11 



if 
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ADMINISTRATION AND ORGAtuj^^TION 
Category: Food Services 



Total 

Purchasing Lunch 
Free Lunch 
Reduced Lunch 



7' 



_Prior_YearL 



N 



% 



♦ 100 



- Curren t -Ye ar- 



N 



100 



Breakf^i^C Program 



Other Dat 





6 ^ 



V 



.88 



,^ 12 



i 




ADMINISTRATION AND ORGANIZATION 
Category: Safety 



Year 



Other Data: 





1— * V' '! 


r. ^ 






Prior 


I, - ' 






Current 




« 











3 ■■ 



V 



■' ♦ 



J: 




V A. 



9 



» 

Vi 



4> 
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ADMINISTRATION AND ORGANIZATION 
h Category: Facilities 

Site, Cap acity, Roy n Use - T his and Adjacent School. g 



School 


Site 
Acres 




r 

Capacity- :. 
Range 


7 

.4 -"M* 

Rooms 


Actual 

^Current 

Enrollment? 


Current Use of Rooms 


|#8ul'ar 
classes 


Spec. 
Ed 


Spec, 
or Alt 
ProR, 


Joint 
Occ. 


Other 
Use 






/ 


• . I. ^ \ 


r 

■ \ 






• 


J- 





Air Conditioning 



Entire. Building 


Number of Rooms 


Othe^' Space 









Year 



Scheduled Modernization/Renovation 
Description 



Estimated Cost 



' Year Scheduled IKirt possible Closing Study 
^Other Data:, 



t'. • • »»': ' 




? 

' .^c ^ — '■ — 






4 








... , 










t 





























Facility Utlllzatlgn 

.... .> 

Prl#r Current Next 

^ ,Yaar ' Y j||ft r Year 

NuniiLer^^ 

English....^ ^ • 

" Social .Studies 

^ Mathematics • ^ 

Foreign Language... 

Special Education.. 

Number of specialized Classrooms used for: 

* •* Science. ........... 

i . Business Education. . 

\lndus trial Arts.... -^ift iit' 

Home Economics "^ vi ^ S^^ 

H. ■ , Music • % , 

* Art . 

Number of gymnasiums '. 

^Number of auxiliary physical education roomqi>:;^ . . . . ^ 

^Xotai number of teacher stations • 
(count each :gymnasium as two T.S.) " • 

Capacity - Each T.S. times 25 ^ 

« ■ ' 

Your estimate of capacity. . ,||L .'jj^'. m 

la^jyouii opinion does the present rated capacity of your building 
-v^ ( ) adeq^uately reflect your current usage and pupil needs? 

• ^ ' Y^"^^ No ; .: 

^" ' ^ ^ ^ — ■ ■ 

If-: answer Is no, please yjgplain on another sheet of paper , 

■ * 
Teaching stations accommodating a joint occupant and/oif special or arternative 
programs, plf^se identify, e.g; , adult education. (The use , identified must 
require that jthe tealchlng station not be available for regular school program 
use durlngiihe school day.) • v ^-"^ 



ADMINISTRATION AND ORGANIZATION 



Category: Budget/Other Funds 

Standardized data is not presently available for this category, therefore, you 

have— £-le^bl-ld-ty-iiT-de cidli » g upon- wh^atr ta-ln elud e and""hov7 — Yo\i~-may wl-5h~to 

make year-to-year comparisons between allocations , activity funds, and even PTA 
income^ and set corresponding obj6c»tfffes. ' 



TOPIC III: PERSONNEL 



i 



Category : Staffing 



Xtist4ructJrOa al Staff 



1977-78 

_N— FTE- 



i 1978-79 



GRAND' TOTAL ^ . . * . . . 4 * . , , 

PROFESSIONAL STAFF TOTAL '^'^ * ^ ^M^,*i^'itf''-^'^* ' 

Regular Classroom ffeachers. . . 

.Special Education Classroom Teachers . . 

.^fading Teache rs 

IWsource Room Teachers 

E^nglish. foe ^Vaker3 of Oth^r L^anguages , <^ 

Bicultural Teachers* .v*. * . : * , . . . 

Special Needs teachers 



Other Professional/ Administrative Staff ' 



Se3t 



1977-78 
N Z 



1978-79 
N % 



Race 



1977-78 

N ' X, 



1978-79 
N ' X 



Male.. , 
Female. 



White 

Minority. 



INSTRUCTlbN^ AIDES TOTAL. . , 
Regular Instructional Aides. 



1977 
N 



Spepial Education Aides. 

instructional Materials Center Aides. ^ 

' Staff Utilization Report (Includes Aides) 




1978-79 
N PTE 



Sacra tarlal Scaff 



PERSONNEL 



Prior Current Next 
Year Year Year 



Bui Iding l^e rvl ce S taf £ 



Staff Turnover Rate » 

Staff Requests for Transfer 

Nunfcer Staff Abset^gje (over 15 days) 



Other Data: 



\ 



4f)k 



I. 



% 



■118 



Sate gory': St«ff^£fe.v«lQiirocnt/ In- Service 
PROFES'SIC^LEiS^STAfF DATA 



Ulghesc Degree 
Status 



TOTAL, 



Non-Degree. . . . 

Bachelor' 3. . . . 

Master's. ...... 

Master's + 30. 
Doctoral. . . . 



1977-78 
N X 



1978-79 
N Z 



Years of 
Experience 



1977-78 
N % 



TOTAL. 



4 or less.'. 
5-14. 
15^24', 
25-34 

35 or more 



Irief Description of Current Emphasis on In^Servlci 




1978-79 
N Z 



Planned Emphas-ls next year 



INSERT COURSE OFFERINGS BULLETIN 

TOPIC IV: PROGRAM 
L Category-: — Instrructional-App roach- 



Describe where programs differ from regular senior high school practices. 
Art - !> 



Business Educatron - 



Career Education - 



Cooperative Vocational Education - 



'Driver Education - 



English Language Arts - 



■Foreign Language A^ 



' Health Education - 
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PROGRAM 



Home Economics - 



Industrial Education"'- 



Mathematlcs^ 
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nuXCldlsclpxinatry rrograms ^ 






1 . ■ — 


■ J' - ' 


/ 


Music - / ^ ' 


f— ^ 


/ , , . 






^ 


Physical Education - ^ • . \ 




, ' . ■ ■ — — r — ] ■ — : — — ^ 

/* ~ . j 




/ • * 1 




Science ^ • ' ^ . ' 
















Social Scs^les - 








Handicapped and Othe^: Special Needs , . f - 


■■" • . • • ■• -1 

* . '. * ^ / » . 

• - ' ■ 21 





' ■ ' PROGRAM 

« • ■ 

Category; Instructional Equipment 

Ligt_Numberff .0^^ 



Movie Projectors 



Slide Projectors' 
iOver^ead Projectors * ^ 

Reel-to-Reel Tape Recorders 
Xfassette Tape Recorders 



Record Players 

TV Monitors 

TV Tape R^corde 



Other Data: 



PROGRAM 



• Category : Extra-Curricular 



Standardized da^ is not presently available for this category, therefore, you 

h^ve- f lexibility- ln what -data -sources you- use. — -You-might-consider_ extra-curricula 



stipends, number of students participating, etc. 



^ 



• 24 '' 
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SUPPLEMENT TO SCHOOL INFORMATION SUMMARY 



jrhis supplement to the School Information Summary provides some additional d^li 
sources or data elements whi^ch a planner might wish to use to add to the school 

£rofile. These few pages are not meant as an esdiaustive list, but rather as a 
eans of sparking one's thinking* for some categories, if npre information tha,n 
ithe profile is considered desirable. 



Dr. I. L. Roy Stem, Associate 

Superintendent for Program Development 

Dr. Art S teller. Coordinator of f • 
Systemwide Planning 
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FVirthT KxmbpIm of Powlbla Data Sources for 
Schbol Informatldrt Summary (Optional)* . 



Admlnlatx'ative Regulations 
Affirmative Action Report 



KCPS Goals of Education 
National Curriculum Trends 



r 



Agendas of Meetings « ' 

t 

Attitudinal Inventories 
Board of Education 1?olici^s 
Community Surveys . * 
Court Decisions 

Criterion Referenced Test#^cores 

Established Standards 

Evaluation Data " ' 

Faculty Discussions 

Gallup Polls j ^ 

Legislation -^^ederal» State, <Local 

Local Industry Employment Opportunities 

Maryland State Department of Education 
Regulations 

Middle States Evaluation 

MCPS Digest of E^ducatipnal Statistics 

■ J 



Othei; Nee'ds Assessments 
Poll of Recent Graduates 
Prior Budget Requests 
Priorities ^f the Superintendent 



, Pro^ssional Literature - 

«Prog;ram Evaluatfion Data of Varl^ous Kinds 
^ Program of Studies 

Recommendations of Consultants 
Research Reports 
Standardized Test §e6res 
Student Files^ 
Task Force Reipu>tts 
l/niversity Entrance Requirements 
**Variou8 Listfs of Objectives 
Various Memoranda 




*These data sources may be used to verify needs wben conducting a needs assessment. 

**Uninet goals or objectives by definition are needs and represent an excellent 
source for de tenoning needs. 
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TOPIC I: ' 8TUDBNT-C0MMUHITY CHARACTERISTICS 

1 

Catjigory: Enrollatnt and Attendance 

• " ) 
1. Dropts^t statistics ' / 

t. Number (or percent) of kindergarten pupils who attended preschopl classes 



3. Number -of 8t;tident8 completing specific advanced courses or enrolled In 
remedial courses 

4. Number and percent of senior clais students exceeding State graduation require- 
ments by moi-e than one course In silence, mathematics, English, social studies. 

■ etc, - ' f , 

Course enrollment/grade distribution by race and sex 



Category: Test Data 



1. 



NuinBer of Atudents above grade level In math and reading (standardized tests) 

2s Scores on MCPS developed tests, such as the Instructional system for math or 
the Instructional system' for reading/language arts . > 

Senior' High * , 

3. Scores on college admission tests 

4. ^ Co*mparlsons of the number of National Merit Scholarship winners ovet a period 

of' years 

» * * 

Category: Student' Behavior/School Climate 
Is Number of youths flA-21) who are employed 

2. Number of youths (14-21) who have been arrested' ^ 

3. Comparisons of the number and^or dollar value of college scholarships earned 
by students' (counselor data) over a period of years ^ 

4. Number (or percent) of honor roll students or National Honor Society members 
5s Planned careers of students (counselor, data) 

6. " Number and perc^t. of graduating class going to college, post. high school 

training. Jobs, etc, . . 

7. Percentage of student grades in various subjects (report cards) 
8s Number of stutdeirts failing two or more subjects (report cards) 



Category t , ConDimlpy Demographlca 

I 

1. Occupations of parents (permanent records) 

2. Educational level of parents (permMent records) 
3* Family size and composition (permanent records) 



4: Languages spoken in home % ' 

5* Countries of origin of students (permanent records) 

6. , Facilitiee or resources which supplement school program, recreational, 

libraries, etc. \ 

7. Average^ family income 

8. Property values, average market price of family dwelliags ^ 

f Category: School Coimminity^ Relations 

1. Number of parental or other valunteers — comparisons over a^rlod of years 

2. Percentage of parents Joining PTA — conq)arisons over a period of years 

3. Percentage of parents attending PTA meetings — comparisons over a period of 
years 

' v\ ^ ■ ■ " 

4. Percentage of parents participating in parent- teacher conferences — comparisons 
over a period of years 

5. Number of parental complaints (telephone or correspondence log) 

6. List of civic and community group memberships held by sta^^ 

7. I^ercentage of staff belonging to the local PTA 

TOPI^ III: .PERSONNEL 
Category: Staff Development /In-Service 

1. Number of staff attending MCPS sponsored in-service programs 
(In-service Training Record) ' 

<* • 

2. List of professional organizational memberships held by staff 

3. List of proff^ssional conferences or workshops attended by staff 

* ^ ' , 

4. List of profeaaloneil Joumeil subscriptions held by staff 

5. List of] college courses In which staff have enrolled 



3 

• / 



ERIC 




April :>(), 1979 




LANNIIMG 



■ * 

f 




"JUST WHAT IS A NEED, ANYWAY ?" 

This paper defines^what will be considered a need 'so that planners can potntnunlcate 
more effectively with dhe another and proceed through the MCPS Comprehensive 
Planning Process and the Needs Assessment Process. Other planning papers describe 
these processes In detail. 




Dr. I. L. Roy Stem, Associate 

Superintendent for Program Development 

Dr. Art Steiler, Coordinator of 
Sys temwlde Planning 
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All orHftnlxnttoriN (rtiK/irdl^iirt of tint dogrii^ of MuphUi Icntlcni al tlu' I r 'iminttKiimiMit 
nyntttnw) ipiiNt plan on thj^ buHlH^of mriatiig th«lr noisdw. It Im KiMu^rnUy M<<|H>lrd 
thut unmet nredn orudt^ tlu* flVi L 1 vimiohh of m\ orgiwila:al Ion . Tlilt* p^p^r and otlu^v^* 
rol^itt^d to the ^(TS CumprehiMiHlvo PhmnluK Vroct^tni attempt to dcnirrihi- and i-MlvdUlrdi 
a common Met ol ivtm and a conHlrtLnnL approach for planuhiK wl thiii MClVS. Sliuo' 
thi* concept of need lii f luulamtnitnl to the MtTS plauiilnK pioceMM, It ia Imprint! v.- 
th«e It he luideratood and treated in a like faahlon throiiKhout t lie avMtrm. 

DeXinlLlQa-^al .ii_Neud ^ : 



A need Im detlned an the dl^croponcy l)etw«en "what in** am! **wliat should l)e,** It 
Is Important to realize that In pracc Ice . "what should h<»" reprerUMitn /in .ncepiahle 
condition^ not neceaMarlly an Ideal Htate. 

GoalH (or oh )ect4 ve.s ) . programs, or retaourccB are often confused wlth'needM. A 
jjoai (or objective) l.s an example of "what nliould be." Wlille both K<^alH and i>h jec- 
tlven refer to "what should be," a goal represents on Ic/eal state with an objertlve 
describing the acceptable states. Therefore/a need exists when a^^^oal or objective 
Is not being met. A program Is the prescribed treatment to meet a need. Keso itrces 
(time, money, books, people, etc.) are what a program requires to function and' do 
not constitute a need. For example, the MCPS approved fo^ulas for r^j)urce 
allocations (such as the one for textbooks), even if unfulfilled, do not Identify, 
"needs." ^ Even though resources aro necessary and unmet allocation formulas mav Ur 
used as part of a rationale for the resources, they are not "needs." Needs ariv 
expressed as gaps between the expectations of results and the present reality. ^ 
Planning is the operation which dr^ws a relationslilp between the current status, 
need, goal, objective, program, and resources. The relationship between thesg^ 
terms can be Illustrated by the followini^: 

PLANNING 



CURRENT 
STAtllS 
(•*Wliat Is") 



NEED 

(Cap between "what is" 
and "what should be") 



PROGRAM 



■> 



COAL 

(Ideal state of "what 
should be") 

OBJECTIVE 
(Acceptable s tate of 
"what should be") 



(Treatment to move from 
c ur ran t s t a t us Cowards 
goal) / 



REk) URGES 
(Wliat a program requires 
to function) 



rrcivlonK Srh»nmtic wi th K x*impl if 



PINNING 



r 



tlilrii grade TH uty r^^^ui- 
Ing bu low grade tevi^t. 



ClIKKKNT 
Klt ttHTn nerc«'nt of the 



NEKD . 
Ilio number of third 
_g-rad«rM_rti/iding_biilow„ 
grade level Hhould be 
(needti to be) reduced. 



J'UOCKAM 



\ 



The MCrS Jnjjtructlonal 
Syfltom for Reading/ 
I^angtmgc Arttj (ISRLA) 
could be Implemented, 
(THIs l» one altcma- 
tlve.) 

RESOURCES -^ 
List of Performance 
Objectives (ISR/LA) ; 
Instructional Guides 
(ISR4.A) ; Annotated 
Bibliography (ISR/LA); 
Ins true tional Materialn 
Sixty Minutes Per Day, 
Etc, 



100 percent of the t h I nl 

lug at or above grade 
level. 

OB.IKCTI VK 
W percent ol the third 
gradern Hhowld he reatl- 
1 ng a t o r above g rade 
level on next yeo^'?! ^ 
toH ting rertu I tH , 



Examples of Statements of Needs 

In the followfng examples, the Improved version is more specific:,. 



Need : 

Improved 
S tateraen t 



Need: 

Improved 
Statement : 



To irapifovcT the school appearance and maintenance 



Studentf^observance of the rules relating to the treatment of 
school property, both inside and ou^tsidc the building, should 
not be evidenced by littering, writing graffit^J and damaging 
shrubbery, ^ - ^ 

To improve communication within Office X ' 



Important infonnathlon relating to new job assignments should 
be rtpeedily commu/iicated to all involved within the office, and 
there should be increased oppor^linity for comment and recon- 
sideration before the job is beguh. 
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Other Samples > ^ ; * -« 

For each of thfe samples belon^^ the f irs^t.^statemenf: describes the current status" 
while the second is reworded^ as a nfeed. The fanner might be tl^W . initial' thortight 
which triggers its identification as a need; ' ■ * ' . ■ "^^V 



. Current Status : 



NeedvSfae^nt: 



Qftrrent ^Status: 

is' 

Need Statement: 



CurrentinStatus : 



Need ^tatemenfe%^>j 



Current Status: 



Ne^d S tateiment^ 



Current Status: 



Need S ta tement : 



Our junior high students are^ illiterate iri liheir knowledge of 
. computers, as compared with "students ±h othi^i: MCPS ^schbo Is . ^ 

Our junior high StucJentsT are presently, iriiterate with respect 
to computers compared with'their counterparts in other MCPS 
schools, while the/ should be at*least as knowledgeable. 

. » ' ■ .' ^ 

Social studies textbooks and other instructionarl materials 
on hand do not match the MCPS curri\:ulum. - ^ : 

Social studies textbooks* and other ins true tional materials 
should correlate to the MCPS curriculum, siiice they do not 
presently.' 

The directions for the Comprehensive Planning Process materials 
are perceived as being anfciguous by some program managers. 

The directions for Coii5>rehe]cisive Planning Process are 
perceive* as being ambiguous by some program managers who 
should find the directions easy to comprehend and follow. 

Primary^ children have insufficient physical education instruc- 
tion (in terms of time) from the specialists and axe\ doing 
poorly ,ir\ basic activities. , 

Most primary children are not able to achieve the objectives 
in the" physical education curriculum, while 80 percent of them 
should be able to do so. ' ^ 

■ - . 'f* ^ . ■ 

The math subtest upon which th'e intermediate children score 
the lowest is measurement using, standard units. 

The intermediate ^children should score approximately as well 
on the subtest dealing with measurement using standard units 
as on the ^ther subtests, although they are currently doing 
very poorly on this subtest. 



Considerations When Identifying Needs • * - . 

The identification of needs is a value-laden, process , as differences may become 
apparent concerning what is labeled as. a discrepancy. Opinions may differ 4s to 
"what is" or "what should be" or both. The identification of a need may be done 
by MCPS sta.ff, people associated with MCPS, or persons, unaffiliated with the 
organization. In eitfher case, each statement of need must be assessed to confirm 
its validity.* Without this assessment ,'needs are merely unsubstantiated desires 
or wants. Subsequent to an assessment, a verified neec^. carries with it no guarantee 
that it will be resolved. Priorities must.be set and approvals secured. ^ 



*See MCPS Needs Assessment Process, 
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l4^eds^to be assessed should be selected on the basis of a balanced, look ^ ab^ a ^ 
» school or dejartpaent. In general,, some needs will be .related to student perform- 
ance or instruction. Most, needs :will probably be described in terms of established 
meas.ures of productivity, ,such ^as JJest scores,; costs for bus transportation, inciderit 
of vahdalism, ietc, ' Some ne^ds on prbiess-oriertted topics p.ike morale, decision makin 
attitude, cooperation, etc., should h.e included, A need could indicate a new or * 
revised policy, regulation, or procedure would be required, 
* ' • - • / v 

' One ahould be craatious that ^the ease of coiiq)iling information to support state- 
ments of needs ^oes not inadvertently become the reason for choosing the needs, • ' " ; 
Where possible or practical, comparative data should.be examined to assertain if / / 
ano|Jfeer unit^Wpuld also consider a particular item ^ need. It is the responsibility 
cfr supervisors .to make these comparisons/ 

Some needs may b^ identified by someone^ other than ,tlie |5erson(s) responsible for 
resolving the need. For example, school-based &taf f coulcf identify a need ta 
develop an instructional guide which WQuld be the responsibility of the 
Department of Ins tructional^. Planning §nd Development. Suph needs should be ' 
^ ebmrnunicated to the appropriate party or to ai]^ associate' ,supei:intendent , if one is 
not certain as to where tljp responsibility lies. 

If possible, needs should be worded to indicate the number of individuals affected 
by the^need. Is "X" .a need thirpiighout the entire school or for certain courses 
or grade levels? , " 

Responses to the following questions can also assist in idet^tifying needs: 

- What are we fioing^now that we really do well - and that we. ought, to contin(ie? 

- (This question is important for getting positive strbkes; most of us work / 
more effectively when we know we. do some things pretjiy well.) * Jf.^ 

- What are we doing now that we do pretty well even though certain further * 
refinements are necessary to assure desired results? J , 

\ 

. - What^,^re we d6irig now that ought to be terminated? That is, what are we- 
doing now, that doesn* t make any difference anyway? 

■ ■ ' • ^ . . . ■ ' 1 ^ 

- What are we, not doing that needs our immediate attention? 

Final Note . . ^ ^ \ ■ 

Try to word "needs" in terms describing gaps. If this seems inappropriate or not - 
possible, the wording should communicate the intent of the need. Needs should not 
be worded as "a need for textbooks, iiiore art specialist time, j||w materials," etc."^ 
It: is more iii5)ortarit that the most critical needs be identifiedB&nd resolved than 
that their expression be perfectly phrased. 



\ : * , ♦ ' ■ * h 

James L. Olivero, "Helping Teachers Grow Pro/e^sionally ," Educational Leadership 
(A^ashlngtoii, D.^ C^: ASCD, December, 1976) , pp. 195-197. 
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Or. I. L. Roy^Stem, Associate Superintendent 
for Program Development 

Dr. Art Steller, Coordinator of Systemwide 
Plaiying 
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Foreword 



^tof ^^^^^-'^^^S^^ organizing, and interpreting of informa- 
tion- to a^ibstantiate a need. This, substantiation of a need determines its fu^re 
neWr'?^' °' planning; whether, in relation t' o^her exSlSd 
of resour^esT '""^^J^^' ^"""'^^ ^ ^TlJfcation 

rest^rfL^^fS"'/^ b^ ""der.taken in its own right, distii^ct from tlfe 

£ hi°4%r^^^^^^ 

iTcrr^rrat^dTntra "^X^^^ '\ 

J^oce^s'^'^lJe oLnI;i'nr"'Mr^' represents an overview of the MCPS Needs Assessment * 
^i^to^l^^nr JnnS directions constitute the 

ofjhe SSh! r assessment. The section entitled "Particulars 

?t L suggest^'thara olL°"'' VT'\'''^ "^^^ ^""^^ explanation. , 

^ho oi r planner study the entire document and thereafter employ 

the planning outline and forms for guidance employ 

■ . > .■ . 

Throughout this and the other papers on the Comprehensive Planning Process the 
major stages and steps of the process are referenced according to a coJs^ste^t ' 
numbering^system. Consequently, the MCPS Needs Assessme;,t Process begins wiJh 
Step S. Substeps are, however, referenced differently in this oaoer frn™ n^h^. • 
paper} on the MCPS Comprehensive Planning Process. ^ ^ ^^^^ 



MCPS Needs Assessment Process / 



Needs assessments are conducted to identify the - gaps , be tvieen ^'what is" and. "what 
should >e. This gap or discrepancy Is defined as a need." "What should be''' is v 
, not to be considered a Utopian state, but rather what cSndltions are acceptable. ^ - 
Priorities are set, objectives with staii^rds formulated, and pliis^ tfea created 
tor closing as many gaps as pos^ble. I j;KX^ " , ^ / * " 

A needs assessment provides the, f oun4atioR^-f3r educational planning. The aUoca—' 
tion of avail^lj|g>human- and material resources should bg based upon-an identified ' 

• priority ofW64«(. An .individual planner who has completed a needs assessment is 

. able. to plair, document, and support requests for resources. 

The purpose of this paper is to describe the procedures for conducting a needs i 
assessment in MCPS. The major MCPS organizational units which conduct needs assess- 
ments are divisions, departments, and the offices of associate superintendents -at 
the central office level; schools and the. area offices of associate superintendents 
for the school-based level; and, th^ office of th^ superintenWt at a systemwide, 
level. The deputy superintendent' s-i^ffice and; other organizational units . reportikg 
to the superintendent will be considered as part of the superintendent's' office. \ 

The^^tetm "planner". J^s used to indicate the head adminis'trator (or designee) of each 
organizational unit <»hen that indiV^ual is engaged in'doing a needs assessment 
(which is a part of planning). = s 

The process of doing a needs assessment must be fli3ab±g^ough so that §ach school 
or organizational unit can make it, personal, yet be sufficiently consistent so that ' 
data collected from all sources 6^ be collated and synthesized. When each organl- ■ 
zational unit has completed a needs assessment the final product wilf^be a 
hierarchy of needs for the system as a whole and needs specific for each 'level within 
the system. ; < 

.A comprehensive review of, the literature on heeds assessment leads one to an' 
inescapable conclusion: heeds assessments are defined and conducted differently. 
By outlining. the general procedures for performing a needs assessment, a common 
approach will become part of the standard means of operating in MCPS. The compre- 
hensive systerawide planning process incorporates the assessment of needs as one of 
its basic building blocks. However, the identification and verification of needs 
is already underway in many areas of MCPS. Therefore, a description of this element 
of the planning process may be immediately valuable for those who wisl^ to use it. 
Also, needs assessments should be designed to plug readily into the overall plan- ' ■ 
ning process, thus conserving, 0jni€^gies in the. future. " 

Several other^ aspects of t^a||ityrent and projected systemwide planning process 

will eventually be directly fused with the needs assessmeh I .process. ' For example, 

a system will be created for forecasting long-range needs, the product of which 

would be available when scanhing one's long-range needs (Step 5 A5). A list of • 

commonly identified needs in MCPS will be collected to be applied in Step 5 A4 

The ann-aul community survey could be rewritten as an ihstrument for coflecting 

perceptions relative to needs in MCPS. 



. The MCPS needs assessment process is design^ed. for all organizational units regard-- 

les« of -the extent of assessment previous!^ undertaken,. The process can be 
/entered at toy point, if the prerequisite/^tod"^ requirefl steps have already been ' 
^achieved. For example, a junior.-high scliool may have a list of identified ^eeds . 
:> and some related documentation. The principal might enter the process^^by deterr 
rinlning-what documentation exists for each need (Step 7 A) , by collecting the . - ' 
peifceived needs of clients and staff (Step 7 B) , -or by determining the priotity = 
of needs (Step 8). Such a decision ^dn only be made by pinpointing what one has 
already done. It is stifongly recommende'd that, unles6 one begins with the first 
step.giVen, a decision ^^lativfe to where , Jtc begin be made in concert'with one'6 
^ supervisor. An influencing factor to keep in Mnd i^ that the allocation of 

resources will depend in part <^upon the documentation of needs. * , . ' ' 

> It is suggested that the administrator in charge of each organizational unit cr^at6 
a planning committee or use an ^eiis'ting coordinating group as a* planning committ^ 
to help throughout the process. The main purposes of a planning committee are to 
conduct the needs assessment, prioritize the findings^ (if not completed in the 
assessment itself), select- needs to^^^get, generate plan? to resolve the needs, 
assist in implementing t?he plans , evaluate the results, and generally serve as a 
communication bond with others involved with the t)lanning process. The composi- 
tion of such a planning committee would probably have less than five members, ^«inCe 
it is a working body. An administrator might decide that one or all of the above 
tasks will be- done .by a planning committee 

The planning outline 
< needs assessment. 



{ on pag55T3n^d 4 listfe the steps involved in conducting a 
^se items indicatedXith an asterisk- (*) are essential for 
all needs assessmetiti^^ although it is suggested that every step be utilized. The 
three columns on the right band side of the form are to display for each step who 
is going to see that it is done, when it will be (Jone, and that it is in fact done. 
The planning outline is tcr.be. used as a guide , once the remainder of this document- 
has been digested. \ 4 

fTwo forms ^are provided for the needs assessment process. The form entitled "Needs 
to Assess" is to be used in recording those^jieeds which a planner will assess. 
The foiShls to be used also as a tiieans fdrobtaining approval from one's supervisor 
to proceed. , • ' t 



ss . 



The "Indication _of Need" form is utilized at several points throughout the proce^ 
The information gleened from the heeds assessment is summarized upon this form to 
be used in cdmmuhica£ing with others when seeking to gain the approval and accept- 
ance of ""targeted needs.- ^ 



]?lanner 



Plamllng Outline for Conducting a Needs Agsessinent 



Unit 



Activities 



Responsibility I Time.c:^rfe I ComplGteJ 



■ I 




*Step 5 - .Identify Initial Set of Needs to Assess r 
A, -List Ne^ds to Assess « 
*1, List the known needs 
K - 2/ Survey people informally regarding 
V . . , needs ' t 
^ =3y..> Collect dnd review possible sources^ 
:of needs \ , 

4. Use , an existing' lis t of r(glevant 
ne^ds. Modify, if necessary ♦ 

5. Scan long-range needs \ 
*6, Confirm the' relevancef of each need 

. , to mission •. 
*7» Submit those, needs outside mission 

to ji^homevGr Appropriate* ^ 
*8. Collec t needs submi tted by o thers 
. ;.jr.^^ as outside their mission; but. 
^relevant to your mission 
*B. Prepare Needs for Assessment 
' 1. Compile identified needs , 

2. ' Confirm or reword to ra|pt criteria 

• for a need . » 

3. Eliminate those which are not 
. ' . feasible •/ ^ 

4. Analyze the range of needs 
5; Reduce to a manageable number 

^ '"' 6. Word, for clarity . ■ 

'7. Reference each need to a goal, 
.policy, etc., or develop a 
rationale . 
.81 Finalize the list of needs to- 
assess 

9. Respond to persons suggesting 
initial needs with their 
, disjjo^ition ^ * 

ep 6 - Confirm Needs to Asses's With Supeirvispr 

fep 7 - Conduct the Needs Assessment 

*A. Oetermlne What Documentation fexists for 
Each Need 

1. Collect and review possible 'sources 
of data for- information ^ 
^ 2, Summarize relevant data for each 
" - need 

3. Analyze the documentation to 

substantiate or refute each need 
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^Essential for all needs assessments. 



> 



Activities 



Responsibility 



if 



4. Refine statements of needs, 
njecessary . • 
/ ^5. Determine If additional assessment 

should be done. vl«a perceptions of 
* staff ^ students and/or the community 

B. Collect the Perceived Needs bf Clients 
and Staff, as appropriate 
1. Identify participants and selection 
pr6cedure,s 

Determine approach for collecting 
perceptions and analysis 
Prepare for the collectio&^f pe^ 
ceptions , 
Collect perceptions / 

a) Ranking of importance^ 

b) . Rating of attainment^ 
Compare perceptions of importance 
and attainment ' 
Summarize perceptual data with _ 
other documentation 
Reach consensus on needs and their 
relative order of priority 
(optional) ^ • 



2. 
3. 
4. 

5. 

6:. 
7. 



*Step 8 - Prioritize. Needs and Select Needs' to 
Pursue 

; AT' Combine and , Analyze Documentated Data 
with Perceptions Collected in Step 7 E 
(unless completed) 

List All Needs in Order of Priority 
(unless completed) 

Select iSome of the Highest Priority 
Needs as Targets to Resolve 
Complete Indication of Need for Each 
Targeted Need 



C. 



D. 



*Step 9 - Establish Tentative Objectives vd(th 
Standards 



B. 



List Constraints and Determine Ways to 
Modify ; * 

Establish Tentative Objectives with 
Standards Which When, Achieved Wl'll 
Resolve Targeted Needs 
Modify the Number of' Targeted Needs, 
If Necessary ' ^ , ' 



*Step 10- Review the Priorities, Needs, and 
Objectives With Supervisor 
A. Negotiate Approval qf Priori-ties, Needs 
and Objectives, If Necessary 
Report Priorities, Needs, and Objectives| 
* . to Staff, Students, and the Community 



*Esrsential for all needs assessments. 





Office for Program Development 
MONTGOMERY ifOUNTY PUBLIC SCHOOLS 
^ Rockville, Maryland 



EXPIRATION: March 1980 



r 

NEEDS TO ASSESS 



^USISTRUCTIONS: This form is to be completed by designated planners within the time frame established by the approved comprehensive 
^planning process. Refer to the 1979 80 Guidebook for explanation and directions regarding each planning step. 



anning Process Reference: Steps 4-6 



School/Officc/Departmfent/Division/Unit 



Area 



or 



List each identified need for which you are considering program or administrative changes. This includes needs with either positive 
negative differences. between "what is" and "what should be," i.e., performance expectations which may result in additions to the program 
or eliminations of current activities. For each needs statemen;, list sourc8(s) of information showing an indication of need and an 
approved purpose. On Side 2*descpbe the method by which you plan to assess the needs. Usaadditional sheets as necessary to describe 
all needs/ ' ^ -t ^ 



preliminary 
A Needs 

Statement 

Indication of need: 

Approved pxjrposes:! 

Need considered for: 



(check one) 



□ 



Increased emphasis 



□ 



Reduced emphasis 



Preliminary 

Needs 

Statement 



Indication of need: 

pproved purposes: | 
Need considered for: 



(check one) 



□ 



Increased emphasfs 



□ 



Reduced emphasis 



Preliminary 
C N^eds 
, Statement 

Indication of need: 

Approved purpx>ses: ; 

Need consfdered for: 



(check one) . ^ ( j Increasefd emphasis I I'Reduffd emphasis 



Preliminary 
O Needs / 

Statement / ^ 

Indication of need: 

Approved purposes: ^ 

Need considered for: 



(check one) 



Increased emphasis 



□ 



Reduced emph^is 



Preliminary 
E ' Needs 

Statement 

Indication of/n^ed: 

Approved purposes:: 



-^Pj^^ orisidered for 



(check one) 



Increased emphasis 



m 

Reduced emphasis 



Form Aoril 1070 



Preliminary 
F*^ Needs 
Statement 

Inditfatioh of naad: 

Approved purposes:' 

Need considered for: 



(check one) 



Increased emphasis 



Reduced emphasis 



Preliminary 
G Needs 

Statement 

Indic^ion of need: 
Approved purposes:^ 
Need considered for: 



(check one) 



Preliminary 
H Needs 

Statement 

Indication of need: 

Approved purposes :j 

Need considered for: 



Increased emphasi 



Reduced emphasis 



(check one) 



Increased enriphasis 



Reduced emphasis 



Proposed method of assessing needs | 



Planner (Signature) 



Title 



Date 



Comments: 



FOR SUPERVISOR'S USE 




EXPIRATION: Mareh4980 



I 0«ie« for Program Oavalopmmt 
MONTGOMERY COUNTY PUBLIC SCHOOLS 
[_ Rockvilla, Maryland . 



IjilDIC'ATldN OF NEED 



STROCTIONS: This form is to be completed by designated planners within the time frame^stablished by the approved comprehensive 
■fVing procesf. Refer to the 1979-80 GwKteAoo* for explanation and directions regarding each planning s 



Planning Process Reference: Steps 6-10 



School/Offict/Oepartment/Divislon/Unit \ 


Area 


N—d cx>midtr«d for: (clwck one) rTiZ^ZIZ7I^ZII7' 1 1 T ' 

I }\nCTtas9demph9$ts I J Reduced emphafis x 




Sutemem of need ' ' y^^^^ 

■ : ■ . \- .■ 

■ ■ .\ ■ 

\ 


PRIORITY 
No., of . 


Topic 1 


Category 1 



r 



Approved purpose(s) or rationale 



X 



estimated savings (to be completed only for needs addressing rejductions^r elimlnatlbns. 

•. Number of person days: professional. __; supporting services! 

b. Other: 



Jf , Particulars of the Needs Assessment Process 

' \ i 

iThe following sect^ ampflfles the MC^ Needs Assessment Process with further • 
expiration. 

Introduction ' f 

Change- Is a constant which creates new needs and demands upon schools. Educators 
themselves facilitate r<:hange in their students which is learning. School systems 
also must learn to change. One approach for institutional self- renewal is to - 
conduct needs assessments periodically and to act upon the results. 

A 

In general, a needs assessment is an organized attempt at making informed decisions 
about needs and the most productive order in which to tackle them. Needs are • 
identified by progressing through a series of formal steps. . 

The term "needs assessment" has become, rather popular in the literature and 
practice of education in the last f6w years. One initial reason for high interest 
is the logic of assessing needs as one of the first steps within the larger context 
of educational planning?^ The fact is that practitioners have found needs, assess- 
ments a valuable tool#^ • . 

Glenys Unruh makes the point that: 

... prior to involvement in making major decisions, it is necessary 
to identify needs and concerns through some systematic way of 
involving a diverse constituency. Once the needs and concerns 
have been identified, listed, and sorted into personal concerns, 
institutional concerns, and societal concerns that affect the 
school, priorities can be assigned.* 

A n^eds assessment is a formal pi;ocess for identifying areas in which there exist, 
discrepancies between expected and obtained results. Simply listing apparent 
needs in an organization can easily produce a host of items too lengthy to be 
effecti vely managed. Needs assessment procedures ar6 designed to narrow this 
field to a list of unmet needs placed in order of priority. The process involves 
documenting needs through the perceptions of interested parties, accumulating 
objective facts and data, or, ideally, using both objective and subjective data. 

As stated earlier, a need is defined as the difference between "what should be" 
and "what is.'" A goal is "what should be." Therefore, a need exists when a goal 
is not being m^t. Goals are often not >clearly labeled as "goals," i.e., the 
Board of Education's policies j the Program of Studies administrative regulations, 
the superintendent's priorities, legislative mandates, municipal laws, etc. 'Some 
of "wha^/ should be" has not been formally stated but traditionally functions as 
an "unwritten rule" or what might be galled an assumed goal. Some examples are 
tf^at/each school will have a student safety patrol, each employee will make con- 
tributions above and beyond a wr:(.tten 'job description, each principal will en- 
crourage parental volunteers, etc. Phrasecf in anather way, a need is the gap 
/between what a" goal prescribes and what the actual accomplishment describes.**. 



- • *Glenys Unruh, "New Essentials for Curriculum Leadership," Educational Leadership 
(Washington, D. C. : Association for Supervision and Curriculum Development, 
May, 1976^, p. 583. 

**A need could also be the gap between what an objective prescribes and what the 
actual accomplishment describes. This level of refinement is not usually^ forma- 
lized to any significant extent for major planning purposes, except in specialized 
or technical areas. However,' such needs m^ 'be acted upon; i.e., a student not 
nj^" accomplishing an instructional objecti\^ would receive special help from his or 
ty)^ her teacher. « ^ 



•A representative cross section of the ed\*c^4tional ' community — staff, parents, 
. nonpatents, and, for some areas, students*'— should participate in identifying 
the heeds of MCPS oi'ganizational units. , The public and the learners ' perceptions 
of what the school system .ought to be doing should be measured along with the 
^ opinions of the professionals. Valuer, are important factors which determine 
. whdt h-appens in public institutions. A comprehensive assessment of needs will 
weigh such values as initial input for the planning process. Otherwise, intense 
community values may manifest themselves in political action after plans h'ave 
been set in motion. Through cooperatively arriving at the needs for the various ' 
levels of MCPS, ownership of the school ''system becomes increasingly more of a 
partnership. ^ 

A needs assessment would not rely solely upon perceptions, except in rare instances 
A .complete process buttresses the perceived needs of the educational community with 
objective facts and data. Usually additional documentation consists of evaluative 
data or measurements such as test scores or numbers of student suspensions. 
However, verdicts of court cases, new legislation, research findings, etc., are 
also valid indicators. Delibe^dte efforts should be made to pursue through docu- 
mented -information as close an approximation of reality as possible. 

^. If the perceptions of need do not match reality, the differences should be re- 
conciled. Both standardized and criterion-referenced test scores may indicate 
pupils are doing well in a subject, while the public believes them to be doing 
poorly. The probelin" then is one of communication, or the parents not accepting 
the curriculum, not that the results of the particular instructional program are 
lacking.- Of ^course^ the testing program may require some study, if the results 
are in question. . 

To anyone engaging in a needs assessment ,. the most difficult issue is just what 
should be assessed. Some needs assessment mpdels start with ranking (in terms 
of importance) and rating (in'terms of attainment) goals or objectives and then 
translating those with high rankings and low ratings into needs. Some models 
use needs for the beginning point. This paper takes the position that starting 
with needs is more appropriate for MCPS. Consequently, the MCPS process does not 
require goals to be translated into needs as some models, do. Th'e rationale for 
Such a stance is that MCPS should build .upon what progress it has already made. 
The Goals of Education as adopted by the Board of Education in 1973 provide • 
overall direction for the, system. The Program of Studies , ihe Board of Education's 
policies, administrative regulations, etc., provide adaitional delineation of 
'what .should be" in terms of approved purposes and means. Futthermore, various 
organizational units have developed mission statements and goals and objectives. 
The needs of any organizational unit, therefore, become the discrepancy between 
what should be" (the goals) and "what is" in areas consistent with its mission. 

An inherent assumption of the MCPS position on needs assessment is that the 
universe of expectations, approved purposes, and means or goals are not -presently 
described, nor will they ever be, due in part to their fluid nature. However, 
needs can be assessed and utilized as information for planning. Identification of 
a heretofore unknown need should lead to the formulatioq of a clearly stated goal' 
or purpose. Likewise^ "unwritten, goals" that relate to t^ie emerging needs will 
thus become articulated. . - * 
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Needs assessments may be conducted at any .level of the school"^ystem. The 
Department of Instructional Planning and Development may decide to do a- needs 
assessment to dtermine which curriculum area is modt in need of further develop- 
ment. A high school athletic department could do a needs assessment to diagnose 

^ what discrepancies exist. . An elementary principal might generate schoolwide 

'•^priorities bf need through use of a needs, assessment . 

Sometimes a second needs assessment is done to. further refine a need or to examine 
the relative importance .of the components of an overall need. Using the Department 
of Instructlooal Planning and Development as an example, reading achievement may 
emerge as a need. Another more detailed needs assessment might be conducted to 
analy:^the' component parts of reading comprehension, word analysis, appreciation, 
^etc, Mth the intent of further defining the need. #second such needs assess- 
ment is usually called an "expanded needs assessment," although occasionally the 
literature uses this lab^l for describing the collection of objective data. 

Obviously, significant prodedural differences occur in performing "a needs assess- 
ment at various levels of the system; however, the basic strategy is the same 
whether the needs assessment is an overall assessment or a more detailed (expanded) 



one. 



Step 5 - Identify Initial Set of Needs to Assess 

Prior to the actual appraising of needs, a preliminary reduction of the range of 
the content from all possible needs to a manageable number is required. Such a 
screening procedure is in a sense a "minineeds assessment," altho^ughNeffort spent 
at this point should be rudimentary. Nevertheless, a n^eds assessment cannot 
proceed without such preparation. 

Step 5 A. List Needs to Assess 

^ * ■■ 

Selectinj^ the topics that might emerge as needs is the most critical step of the 
needs assessment process. Everything^ which follows is built upon these preliminary 
needs. At this point the scope of the study is determined by narrowing what will 
be assessed. The universe of needs simply cannot be a^r^ssed. It is only those 
needs deemed the most critical or important that should be assessed. ^ 

1. List theH^^il^yn Needs 7 i ^ " 



Some needs are so Wious that a few minutes of reflective thought is all that is 
needed to recall thek^ Certain nagging problems may qualify as needs. Often "a 
need has been known for some time, but other needs have taken precedence. In 
some instances a need has been acknowledged, but resources, have-not been allocated 
to resolve the need. After starting a list of known needs, it may be a good idea 
to set it aside for awhile- arid then come back to it. Once such an initial inven- 
tory of .needs has been generated, it is time to involve other people. 



2. jgurvey People Informally, Regarding Needs 

Another method for coming up with a list of needs* to i|8^ In a more formal assess- I 
ment Is to survey people Informally. Sinply asking staf^, parents, and students • 
what the needs of the organization unit are will produce som^ very good items. 
Anyone who partakes of the services or uses the products of a given organizational 
unit, as well as the unites members, should be eligible to suggest needs. School- 
based staff should be asked to contribute needs for consideration to the needs assess- 
ment processes of their area offices. Staff who work with central office depart- 
ments should do likewise when these departments do needs assessments. 

A brief period spent during meetin^of the staff, PTA executive committee, stu- 
dent council, advisory committees, etc. , "should be sufficient for enlarging the 
itiitial list of needs. These groups should be cognizant that the intent is ttx 
identify some preliminary areas of need which will undergo addit4.onal examination. 
Otherwise they may expect formalized plans of action for meeting all of the needs 
they propose without confirmation , of the needs. Suggested needs can be elicited 
by brainstorming "What are our needs?" or "What should we be doing that we are not 
(Joing now (or at least as well as we should be)?" No attempt should be made to 
evaluate comments or slow the flow of ideas. This feedback will probably require 
that some response be combined and most will necessitate rewording. However, these 
activities can be Effective thought provokers and lead-up exercises to the actual 
needs assessment. • 

3. Collect and Review Possible Sources of Neects 

The chart below provides some sources from which extractions can be made concerning ^ 
'what should be." In some of the given sources "what should be" Is actually written " 
in that format, while inferences are necessary in other cases. Once "what should be" 
has been clarified from these sources, discrepancies (or needs) from "what is" can 
^ be determined. 

The possible sources from which needs can be drawn is quite large. The chartshere 
is not meant to be all inclusive. When considering which sources to use in selecting 
needs for assessment, one can start with those sources that have dictated or 
suggested directions previously. There is no set method for reviewing such diverse 
documents, except perhaps skimming for germane statements. The most apparent 
items to include are mandated standards of directives which remain unmet. 

jf^ The source of any need chosen for assessment should be accurately recorded and 

retained because it can be utilized to document the need and/or to provide a refer- 
ence to approved MCPS purposes. * 

■ .■ ■ , .* "■■ ■ ■ ' ' 

Further Examples of Possible Data Sources* 

f .. ' • . ' ^ : ■ ' . \ • ■ 

Adipinistrative Regulations MCPS Goals of Education 

Affirmative Action Report National Curriculum Trends 

Agendas of Meetings Other Needs .Assessments 

Attfitudinal Inventories ^ fibll of Recent Graduates ' • A 



*These data sources may be used to verify needs when conducting a needs assessment. 
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Further Examples of Possible Data Sources (Continued) 
Board of Education Policies 
Comiminlty Surveys 
Court Decisions 

Criterion Referenced Test Scores 
Established St^dards 
Evaluation Data 
Faculty Discussions 
(jallup Polls 

Legislation - Federal, State, Local 

Lpcal Industry Emplojnnent Opportunities 

Maryland State Department of Educatloh 
Regulations ^ 

Middle States Evaluation 

MCPS Digest of Educatlorlal Statistics 




Prior Budget Requests 
Priorities of the Superintendent 
Professional Literature 

Program Evaluation Data of Various Kinds 
Program of Studies 
Recommendations' of Consultants 
Research Reports 
Standardized Test Scores . 
Student Files ^ 
Task Force Reports , 
uli^erslty Entrance Requirements 
**Varlous Lists of Objectives ^ 
Various Memoranda ' 



4. Use an Existing List of Relevant Needs, Modify, If Necessary 

.One of the best and slmplelfet means of determining what needs to ass^s Is to 
utilize a roster of needs which already exists. - Some modlflcatlons%a.ght be necessary 
to be sure that such a list truly "reflects the situation to be assessed. Obviously, 
if an appropriate list of needs is available. It will save time and effort. 

: Sin c# schools are faced with similar issues and needs across the country, needs 
identified by one school are likely to be similar to the needs of another. Therefore, 
needs identified by another school in its needs assessment might provide a good 
launching pad. The needs recognized by another MCPS shcool would be especially 
worthy of- deliberation, as the environment may closely resemble the school now doing 
the assessment. A search of the needs assessment literature will also reveal what 
other schools have determined their needs to be. .The area offices or the various 
central office units may have difficulty in detecting a relevant list of needs, 
already compiled through someone else's efforts. 

It would be ususual If any existing list could be utilized Intact witjj^ut some addi- 
tions or deletions. £;7^The modifications necessary to convert an available roster of 
needs, to the immediate situation should be carefully considered, lilnor alteratiphs 
of wording may be needed.^ Ent^i re statements of needs might have to be eliminated 
or added. The. initial needs selected for formal assessment must be appropriate to 
the unit under examinration. . . 

The second cycle of doing a needs- assessment should be basfd upon the results of 
the previous assessment. Thus, one does not have to continually recreate items to 
assess, but rather^^st^rt with the list of needs identified previously. 



**Unmet goals or objectives by definition are needs and represent an excellent 
source for detetminlng needa. .' 
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3^1u«Mi"f^°" °^ ""'^^ forecast to emerge in i^erJ years is oxcoedinglV 

valuable for assessment purposes, if available. ,• /T / • , ' 

' ^'fL 1 • ■ \. ■ f " 

Educational planning would be greatly enhanced if'^it fc^ ul/ condentrate upon mebAng 
. long-range needs. The trouble is that educational ins ti tui:ion> do not usuaUy haSf 

un?L. f^T "^'"^ '° reliabilityidf such Sta is questionLleT 

unless it has undergone rigorous ^inalysis, Numerou^ tkchniqu^s exist, and maa| 
more are under development, for p^edicti'ng the'' future r^I treianalysis . social 
ofih«;^* ^'"Pf.^^^t^di". ^tc. Unless one ha^ accessS structu;ed foriasfs 

of what needs are likely to emerge in thfe future, it is not>bggested that such 
ProcL ^ "^^^1^ assessmenj ^e, MCPS Co|(^rfhensive P^annJng 

Process will include a f orecaa^fc^i»g eleni^nt which will provid? such information 

'^r^lllVl^^l f°f ^o^.^ct^d implementation of the MCfS instructional systems 

toZTlV^.TT "''^ forecasting. These plans have been 

fre worthwh^?/^n H^""? '^fJ identified (although periodic reassessments 

' ?o hT! T '^^^^^^i"^ the plan should be altered'). A forecast is done 

Ukeiv ^rdear^lth^f ^^V"" ^"^^ assessments are more 

mist Lcorpo'at: both?"'^"'" P'^"^' P^^^^^S P-«- 

^- Confirm t he Relevance of Each Need to^Mljaion 

^me"^v%f?n'f'if ""^y l^g^ti'^^tely ilnpac^Rhose doing the identif icatior^. but 
mJ^htTJ L /i^^ T "'^^""^ " organizational unit's .mission. Some needs 

!o£% addressed by other agencies in the conm,unity.» Other needs might be 

i?"^^^^"^^'^'^ '° ""^^^ ^" "^PS than the one having done the 

ipkeep irtir;„.f^ '?rr' "'r/t ^ identifying a problem with the general 

upkeep of the buses which would be a need to be assessed by the Transportation 

SnJts ^^CL^^be'r^ than the school. In some cases Joint assessment by'^wo or Lre 
Ztli . """^^^ effective tactic. The Department of Budget Planning and 

«o2 «^n!\ ^^r°K'^r d-P^'^tment using its services may both dfcide to asfess 
some aspect of the budgeting process. a»=>"a 

til .'JnVf^! needs which are formally assessed shtould be relevant to^'the mission of 
>hP f the assessment. It is assumed that planners are conversant with 

SLSnn r respective units and other MCPS units and can make this deter- " 

mination in. spite of often overlapping responsibilities. , • _ 

.7- Submit Those Needs Ou tside Mission to Whomever Appropriate 

Those needs which are outride the mission of the unit should be submitted to the 

b^^'Inco^^aled^^^ope r '^T'''- ^^^^ ^^"^"^ infonnati^S shouL 

whe^trL3^^^ ^ !^ ^' ^^"^^^ '^^'^^ and discretion should be'taken 
when transmitting needs to' organizations outside MCPS. 

Collect Needs Submitted by Others as du t side Their Mission. But Releva nt to 
lOur fllsslon " ' — ^ 

w^^h".^h«?^ "^ll/"bmit needs outside his or her mission to other planners who deal 

some nLds vrth°wh?ch h '""."^'^ '"^""^ ^^^^^^^ '^^^ ^^"^ °ther planners 

will Xeftlv "clr^Jf ''"'^'^ cooperation and trading of informatl 

orodnJ^ of . ^ ^^^"^''l^ ^d realistic list of nee'ds. A healthy by- 

product of this process is the fostering of communication between planners. 
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Step 5 B. Prepare Needs for Assessment 



.At this point the person (s) doing the needs jaasessoent has identlfled'^ome needs 
or at least what appear to be needs. Additional preparations are necessary prior 
to the actual iteejls assessment. What follows is, a set of operations described 
separately, altlK)ugh in practice one would probably work on them concurrently. 

1. Compile Identified Needs * * • 

The aforementioned activities have produced discrete lists of needs which are now 
ready for dompilation. Some needs may best be handled by being blended together' 
For example a need relative to disruptive student behavior in the lunchroom and' • 
.. another need detailing the same kind of behavior on the playground could be joine^. 

2. Confirm or Reword to Meet Criteria for a Need 

A need in its forraa:tive stages may be difficult to articulate. Once phrased, it 
may not conform to the definition of being the difference between "what is" and 
^what should be." A clearly s tated need describes the discrepancy which exists. ■ 
not simply that X should be improved. ', , • 

Example: Children should have better handwriting. 

• Discussion: Not only is it difficult to' disagree with, the gap betvJ^n 
expected and present^ performance is not communicated.. Are all children 
doing poorly in handwriting or is there an identifiable group of children? 
Is the problem flf the area of manuscript or cursive?, Does the concern 
exist with all of the handwriting children do, when children are doing 
, handwriting exercises, or only when children turn in papers when hand- 
writing is not the main evaluation emphasis? Upon' asking such kinds of 
questions, the need will become crystalized. ' . ' 

Improved Example: At the fourth, fifth, and sixth grade levels, our students 
do not practice the handwriting skills which they demonstrate in penmanship 
exercises. 

Often wording a need so, that the discrepancy is readily discemable can become a 
burdensome dilemma. The advice given here is to word each need as best one can. 
It is more important that the most critical needs be identified and resolved than 
that the wording describe a distinct measarable gap. The needs assessment process 
itself will foster a clearer meaning of the need as data is collected. After 
collecting and analyzing the assessment data, the statements of need are to be ' 
refined (Steps 7 A4 and 7 B). - A- 

Needs cannot be stated as resources, programs, or goals. Needs are related to 
desired outcomes, not means. An important criteria to use in wording needs is that 
they not be given as resources, programs, or goals. (See MCPS paper entitled 
•Just What Is a Need, Anyway?") 

3. Eliminate Those Which are Not Feasible 

Needs which are judged as not feasible to'' resolve should be eliminated befbre Spending 
efforts upon their assessment. Reasons for such a judgment might be an astronomical 
high cost or a conflict with existing policy 8r laws. A previous attempt at resolving 
a need could indicate such constraints. While it can be argued that one should go ^ 
S^f 'u^!"^ ""^^ ""u* t^he data, and tr^r again; people do get tired of "beating 

flliu^ against the wall." Also, there are undoubtedly a sufficient number of more 
teasibie needs upon which to concentrate, efforts. 
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The needs selected, for assessment should provide a balanced look at the organiza- 
tional unit. Ther^i would generally be some needs related to. student performance 
and some to managerial concerns. Most needs will probably describe established 
measures of productivity: test scores, costs for bus txansporation, incidents of 
vandalism, etc. Somfe needs should also be assessed on~ proceds-oriented topics like 
morale, decision making, commitment, cooperation, etc. If the initial list of needs 
does not reflect input from all aspects of the organization, additional oj; alterna- 
tive needs should be considered. 

5. Reduce to a Manageable Number 

It is rare for an .organization to attempt an assessment of more than 30 needs* The 
smaller the number of items, the more intense the analysis^-can be. Most often, 15 
to^20 needs are examined by educational organizations. It is suggested that no more 
than 10 to 15 needs be assiessed by MCPS units, so the analysis can be indepth and 
accurate. The actual number of items is best determined by the purpose of the 
assessment and the desired detail of the'^analysis. The needs must be few enough 
and extensive enough to makq a meaningful impact as well as being manageable in the 
assessment process. 

6. Word for Clarity " 

The needs must be worded so as to communicate their intent to the persons who will 
test their validity. Edocatiohal" jargon should be avoided to improve clarity, 
particularly since noneducatops will likely.be participating in the assessment. If 
questionnaires are chosen for , compiling perceptions of t*he needs ,* the working is 
vital. " 



7. Reference Each Need to a Goal, .Policy , Etc., or Develop a Rationale 

The needs which will be formally assessed should be referenced to an approval MCPS 
goal, policy,' regulation, or other of ficial, indication of "what should be." If no 
such link is readily apparent, a rationale describing how the need relates to "what 
should be" would suffice. This correlation will help distinguish wishes from needs 
in terms of validation. An example of a need refeirenced to an approved MCPS goal is: 

Need: Nearly all students are per'forming poorly when doing exercises requiring 
critical thinking when most students should be able to perfoi:m satisfactorily. 

Reference: The MCPS Goals* of Education, section on Intellectual Development. 

8. Finalize the List of Needs To, Assess 

In summary, prior to assessment the list of needs* should be reviewed to: 



a) Confirm rele[Vance to missipn 

b) Eliminate those needs which are not'feagible 

c) Analyze the range pf rieedd 

d) Reduce to a manageable, number , = 

e) Word for clarity * 

f) Reference each need .to a goal. or develqp a rationale 



^^^'P ^ ^- Determine What Documen tation Exists for Each Need 

set of. indices „hlch .o.U serve'es d^^J'^^^ir^/'eedT^'Sntiror "T''"-'"f' ' 
a data framework is utn-f!?'Prl >ho ^.^uxun ux neeas. until or unless such 

. -™at decide Jhe^ita^^c^jL^f ^"L^'l^L""" ""'"^ '"^ 

■ • ■ ^ . 

^IVo views on what data to gather when assessing needs follow: 

school, commonlv eathererf rlaho .-uv. ai.<ii.uo ox parents. For the 

• . e^^^^^::;le':":e„"^td"f!:'■•^ 5°""" ^^--n 'Se"'^?::^, hat 

MnaforJfrt^ ."""""^ "" '"^ "f «»mplllng assessment data may dictate the 

be°°^„" d:d"''^1„11e'^:r;:^;„t'? "^rr- » --^-l- "-"l^ ha'nXl „ay 
The great" tL va?Je« of i^lTrt I " ' "^'^^ ' "^"'^^ " P°°>- P'nmLhip. 
, ^Hat\he ^^l r:S^^i^^^l~ dra^os'e^d. ^''""■^ "''^"-''^ 

l;?'i?tl"llf f.'ctlon°5o."*r?""'^ '"J"' Applicants and Grantees," Guideline. 
•s.aphed1„L\^;nsL=n?S/?f: '^r^^t^lT^^^-rj^^^^^^' ^'^^ ' 

■ 'IS^U^/'^Sil:;"'"! ^l:' Ho.M„ch AreOurVn;.n. 

• (Bgomln^to"; In di ra- IS ghll^i? ^r""'"'""^ - ""nald Robinson. 

Indiana. The Phi Delta *appa Educational Foundation, 1976), p 9 

Tne'X" °' ^■^1°>'^<' sarller can also be applied to t.e „s= 



ssessment 
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A list o.f needs referenced to MCPSjigoals Is now ready for assessment. The state- 
menca of needs and their referenceijif should, be aunmarlzed on the "Nedda to 'Assess" 
form, a a»anple of which can be found-J,n this paper. This form is to be used 
when confirming the needs to assess ^with one's supervisor. 

Respond -to Persons S uggesting Ini^i^l^ Needs With thftir Disposition 

Ev6ry person of group who suggested aft Iteja for the needs assessment process should 
be notified ^s to its disposition. Jfersons who took the- time to contribute should 
receive a ref^y. A particular need may have been modified, dropped, or included. 
A brief reason should be given if th6 suggested need is not being considered. 



Step 6' - Confirm Needs to Assess With Supervisor 



1 : ■ 

NThe pi:eliminary\needs statements should be submitted tp one's supervisor for con- 
Jfirmatidn and/^^i adjustment. The planner' should be aware of any areas his or her 
superviftor f^^ll^ should be assessed prior to , conducting the needs assessment. 
Otherwise a^supervisor may be justified in believing that some essential items 
have been omi^ed. 

• At the Same tijife tip plapner should ,know and share how he or she plans to conduct 
the needs ass^isment. After reading this document the planner should be fully 
prepared..-to d<&cri,be how the as^ssment will be completed. It is important that 
<the planner afl^twej the questions: How will the needs be assessed? How will 
staff, stud^ts,^ And the community be involved? 

It is 'ajiggest«d .thiat this step be*^ione in w^riting, rather that via an interview. 
However, if significant diffeVencea of opinions occur, a face-to-face meeting 
may be necessarj^^. If not,' theVorm "Needs to Assess" should be able to be 
passed back ai^ forth for this purpose. 



1. 
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Step 7 - Conduct the 'Needs Assessment 



■ ■ ■ ■ t'l ^ 
A needs a^essment broadly conceived is' a collection of information on needs which 
is subsequently analyzed. A wealth of datai? is handy to MCPS planners. For this 
purpose i>reviously compiled data should be Examined as a first step in varifyiAg 
a need. Many of the needs in MCPS have already been outlined through various 
examinations or studies. It is conceivable that sufficient information is already 
on hand to substantiate 9r refute a particular need without further assessment. 
If this is the case, it seems unnecessary to harvest additional opinions to 
reconfirm a need. „ 
» ■ " ■ 

Most of the literature on needs assessments" assumes a lack of dkta, especially 
when it comes to what people think about needs. MCPS community surveys, task 
force reports, advisory committees' reports, special interest group studies', 
etc., provide a great deal of information on perceptions. Ideally, MCPS staff 
engaging in a needs assessment would utilize both previously collected data or 
documentation and the perceptions of other staff and clients. The initial set 
of needs might help indicate the approach by their very nrffcure. However a 
decision on this matter is best made by the planner and his or her supervisor. 



. _ ____ • ' J o 

1^ t?oll:e(£r~and~lleva^^^ ii'osalble sources of Data foir~ln formation 

IPor each aeed being aasessed, all of the available sources of relevant documenta- 
tion should be collected and reviewed. If at all possible, several different 
kinds of Information for each need should be secured. Pertinent information should 
be retained throughout the assessment process so it cm be shared with others. 

2. Sungnarize Relevant Data for Each Need 



The documentation which has been collected for each need should.be concisely 
. suimnarized. The wording should" be written for easy assimilation and interpretation ' 
by persons unfamiliar with the original sources. Names, dates, numbers, etc., 
should be recorded on the form located at the front of this paper. Information 
poth confirming or disputing each need must be provided for accurate evaluation, 
besides aiding the analysj* of the information, the dondensed data can be used when 
discussing needs with decision makets or the public. • 

3. Analyze the Documentation to Substantiate or Refute Each Need 

An analysis of the summarized data will lead to each need ^being confirmed or refuted. 
Most needs will probably be substantiated as needs, although some needs will emerge 
'as more "in need" than others. The size of the discrepancies is a factor to be 
considered in the analysis. % 

^. Refine Statements of Needs. If Necessary 

The information compiled may be sufficient to suggest refinement or alteration of 
one or more of the original* statements of needs. An exainple ifould be' a need rela- 
tive to spelling achieyemont in an elementary school which.may turn out to be true 
^only for theupper grades. \ 

5. Determine If Additiorl&l Assessment Should Be Done Via Perceptions of 
Staff, Students and/or the Community ^ ~ / 

In most cases, a needs assessment wcjul^d involve formal staff, student, and community 
inputs withrespect tothe needs of any MCPS organiziational unit. However, abundant 
information may be available without taking this step. Various surveys or task r - 
force repoijts which could be used in the assessment process contain the opinions- of 
diverse parties. A school needs assessment would most likely include students and 
parents as participants. Some central office units may desire to use only dbcu- 
mented data in their needs assessment. A decision In this matter is best made with 
one's supervisor. , 



> Step 7 B. Collect the Perceived Needs of Clients 
and Staff, As Appropriate 

The majority of the prof ess^ipnal literature on needs assessments focus upon the. 
collection of the perceptions of a diverse group of people. Common terms .used to 
describe the results of such surveys are "perceived need?" or "felt needs." If 
the "perceived needs" of any particular segment of the community »a^documented . 
and representative, it would hot be necessary to collect their opinions again. 
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QltBatlinea,_jepresettt«tlve8-of-the-dive#se-grol<jp8^ga£hered-la^ 

thoughts for the needs assessment are asked to become further involved In planning 
as a planning committee. These individuals could be particularly helpful Inter In 
assessing the progress made toward jnee ting the needs. DtsHcmlnatlun of Informntlon 
would also benefit. The leilgth Ut/f^ervice or "turnover date" for mwh a pLmnlug 
committee should be coianunicated to those persons involved at an early stace ho 
it is not perceived as a life commitment. 

^' Identify Participants and Selection Prodedures 

Throughout thistoaper it has been suggested that a broad cross section of the • 
community contribute to the. needs assessment process." The views of the community 
can be solicitated through several different techniques. An open invitation could 
•e extended to all persons residing within the boundaries of a school' or area. 
Specific persons could be invited to participate. The composition of the representa- 
tives could be structured around various categories of people in the community. The 
latter would be done in keeping with MCPS guidelines and policies on c(#nunity 
involvement. The kinds of people to be ionsidered for participation in a school- 
based needs assessment are: 

' a) Supporting services staff 

b) Students (usually junior/middle or senior high) 

c) Representatives of various community organizations and/or agencies 

d) Representatives from pchooi^f filiated groups 

e) Parents \ * , ' 

f) Nonparents ' . 

g) Classroom teachers and other certified staff 
». h) Administrative staff ■ , 

It would be most difficult to list representatives for each central office unit- ^ 
however, in general, 'the liaisons for these units and the area offices would be from 
any of the above groups with whom they regularly interact or for whom they provide 
a §ervlce. It ml^jht be desirable to include some persons with whom the unit typi- 
cally has no contact to act as a counterbalance or neutral party. 

Once the decision about whi.ch groups to involve is made, the number of participants 
needs to be determined. The tbtal number of persons to involve will depend upon 
the approach selected for collecting their perceptions (see next .section) . In some 
cases the entire staff of a school might be involved. If representatives of a 
group are to be used, the planner may wish to choose the participants randomly, 
ask for volunteers, use designated leaders o^f the organized groups, oif request the 
gfroup to provide a representative (s) . Some combination of these strategies could 
be utilized to meet local purposes. 

Examples of lists of participants for two different settings". follows': ' 
Elementary School 

Principal Recreation Department (1) 

Classroom teachers (16) Boj^cout Leader (1) 

Art, music, etc., teachers (2) Girtl Scout Leader (1) 

Area office teacher specialist (1) /ftandom selection of nonparents (2) 
Taxpayer Association representativfe (Vf Random selection of parents (4) 
Leagwe of Woman Voters / pta Executive Committee (8) 

representative (1) ^ / Elected fifth/sixth graders (4) * 



Senior Citizens Club (2) 
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Department of Management InfonBajtl_on_md__C^ 



Director Representative from each area office (5) 

Department staff (3) Representatives for the superlntendcht 
Division of Systems Development* (3) and deputy (2) 

Division of Data Processing (3) Repre^ntatives for each central office 
Elementary school principal (1) Associate Superintendent (3) 

Middle/junior high prjLncipal (1) 
Senior high principal (1) 

2. Determine Approach fo^L Collecting Perceptions and AnalWis 

The major apgjj^tJch^s for collecting perceptions utilized in needs assessment pro- 
cedures are questionnaires » telephone surveys', face-to-face meetings, or the Delpjil 
.ifechnique. The two preferred methods are questionnaires or fnce-to-face meetings. 
Telephone surveys and the Delphi technique will not be discussed in this paper. 
The reader is referred to the MCPS Information Department for procedures on telephone 
surveys and. to The Delphi Method: Techniques and Applications edited by Harold 
Linstone and Murray Turoff and published by Addison-Wesley Publishing Company for 

Delphi technique proce^lures. 
♦ 

Questionnaires are probably the simplest means of collecting .perceptions/ One of 
the advantages of using a questionnaire is' that more items can be assessed. The 
Department of Educational Accountability should be contacted, if this method is 
chosen for use outside .one's unit, as such purveys are to be cleared, through that 
office. 

If a questionnaire is used, the instrument itself should be coded in some way so 
it will be possible to collate the responses by categoiry (teacher, student, etc.). 
A brief letter of explanation should be attached to the questionnaire. The distri-?- 
bution of the instrument could be through the postal office, sent home with children, 
hand delivered, or completed when a group is .together. Return rates, expense, and 
time are factors to consider. 

Documented data summarized for each need should probably be included with the 
questionnaire so the respondents are more knowledgeable about what they are assess- 
ing. Other relevant information like what has been included in the MCPS budget 
dijScussion guides might be a part of this package. A judgment on what to provide 
the participants stjould be made with respect to the extremes of giving them too 
much and biasing the outcome or giving them nothing, thus chancing the possibility 
of polling uninformed opinion. , . 

Fkce-to-face needs assessments are probably the best technique for collecting per- 
ceptions because of the/ dialogue which can take place. Public hearings. New England 
type town meetings, or seminars can be used. Pul)lic hearings and town meetings, 
however, often do not provide sufficient structure to pinpoint the puljlic's per- 
ceptions on a series of specific needs. Also, they are difficult to docum^ot .arid 
analyze^ A structured seminar has the top potential for producing good . results.' 

The sugg^i^i^tnajdT tasks involved in a structured seminar to assess needs'^are: 

a) SSnd tl|^°needs , related data, and other information to participants prior 

to the meeting with instruction's to familiarize the'mselves 'with the material 



b) Orient participants at an initial gathering 
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c) Hav lndlvt^al» rank and r«f •ach n«od without confarrlnB wirh nn» 
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, d) Arrange for amall groups to build m consanaua on tha ranking of importance 

•) Cjilculata a mathanatical. conaenaua* from each amall group's conaenaua (the 
groupa ahould be the ana aize or each group 'a conaenaua should be multi- 
plied by the number of membera and then added together) 

f) Determine agreement or alternations with the mathematical conaenaua by 
r the total group 

g) Repeat atepa d) through f) regarding the rating of attainment for the 
needa^ 

h) Compare the rankinga of importance and the ratings of attainment 

1) Reach consensus on the needs and their relative priority 

In actual practice a combination of approaches might be used to collect perceptions. 
' For example, a chamber of commerce report already on hand may Indicate some of the 
chamber a feelinga, some nonparents may be surveyed by telephone, parents could 
receive a. queationnalre, and the ataff might utilize a seminar. Obviously, such a 
scattered approach pt^esenta some problems in comparing responses and evaluatinc 
the teliability and validity. I 

, The analyaia can be detailed and complex or very broad and simple. The crudest 

analypia would be tp die regard whether participants were students, teachers, parents, 
etc., and Just add up all the scores for each item. This method ±i not Suggested. ^ 
What la proj^sed is that categories such as administrators, teachets, classified ^\ 
staff, parenta, nonparents, and students be established. Then the number of partici- 
pants in each category be ^ported (the total population of that category might alao 
be valuable information, if known) with their totaled responses and discrepancy 
valuea between importance and attainment. 

3- Prepare for the Collection of Perceptions 

/Whatever approach is selected/ for collecting perceptions, some preparation jls re- 
quired. The needs assessment planner should construct a checkli^st of what has to 
be doner, who is going to do it, wtjen it will be done, and what resources are 
- required. 

4, 5, and 6. Collect. Conpare^ and Summarize Perceptions 

The dlacusslon of the collection, comparison,,and summarization of perceptions can 
^ moat easily be done together, although each la a distinct step during the needs 
aaaeaament proceaa. 

The ranking or Importance and rating of attainment for each nee/1 can be Accomplished • 
on acalea like the onea below. If 20 or fewer needs are being assessed, the ranking 
or importance could be a rank order from 1 (loweat importance) through 20 (highest 
importance) . . 
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Ranking of Importance Rating of Attainment 
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Some need assessment procedures assign weights to the different categories of respon- 
dent*; for axample, a teacher's response may count twice as much as a parent's 
response. If one were using the rvults in a research study, suclr a procedure might * 
be appropriate. However, weighing the responses is not -suggested here because of 
its possible negati/e effect upon the participants. The totals for each category 
of respondent could be used if one were interested in differences betwen groups; 
the information is available by looking at the totals for each category. 

One popular method for comparing perceptions of importance and attainment and 
Jimmarizing the data is feiven below. ^ MCPS planners should feel free to use other 
#thods for analysis, althoUfeh a summary of the data should be in a chart or table 
format. ^ 

Instructions for Comparative Analysis (optional) 

1. Separate responses by the various^articipating groups. For example, all of 
th6 "responses by students should be tallied independently of other groups. 
Each group should be compiled on a separate worksheet (see next page). 

2I The woAsheet on the next page is constructed so that each participant is 

indicate4.on a row. "I" represents importance. while "A" stands for attain- 
Ifi ment. The score given each item (see previous section on page 22) by the „ 
participant should be recorded. " 

3. When all of the responses have been recorded, each column should be totaled. 
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4. Each total should be divided by the number of participants with each quotient 
being placed in the appropriate row marked quotient. 

5. The quotient under column A* should be subtracted from* the quotient under 
column I fgr each Item. The difference ±s the dfiscrepancy value for that 
need given by that group. ' . • 

• / 

6. The needs can be prioritized by the size of the discrepancy value from largest 
to the; smallest. The larger the 'discrepancy value, the higher the priority 
accoxrdlng to that groxip. 

^ ■ A ' . . 

7. The discrepancy values for each group should be compared. A simple summary 
chart should be constructed for each need and recorded on the "Indication of 
Need" form. 



Need: ■ ■ 
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T* Reach Consensus On Needs and Their Relative Order of Priority (Optional) 



As was indicated above, a mathematical priority of needs can be reached using 
perceived opinions. However, some of the documented information on needs may be 
different from perceived data. Therefore, it seems a good id^a to finalize the 
priori ty^of needs xising both. - . 

■ 'i ■ . ■ . ' ' . .. 

It is suggested that th^ person planning (or doing) the needs assessment involve 
others to establish a consensus on the heeds and their relative priority.' However, 
this step is given as optional because a planner may have only utilized documented ; 
data for his or her assessment; therefore, a group would have to be formed for 
reaching a consensus, and this may not be necessary. If a questionnaire was used 
to obtain the community's perceptions, one might wish to convene a session to ^. ' 
reach consensus on the priority of needs. A planner may desire to arrive at the 
relative priority of needs either with a small group, or by, him- or herself. 

*. • 25 ■ ■•• . . 



The»priority of needs is determined, by a rank order lis ting "from the numbe;- one 

• buf sw'd^e'sL^r' i7Tr' r^'. ^ naJ bt possible 

or^:ny1ag':a^\"f':;ed"^'"'''" does not produce a consensus .^a si^llvoting 

Step 8 - Prioritize Nee ds and Select Needs to Purs.iP 
Analyzing the collected data and determi n ing the order nf nW .wf,; u the most 
^^^^^^ 

'^^^dHsiLj^i^rc-?^ r?o^ef^o2r:f°r •^^^^^^^ 

"Lc?i"rsol' ""f ' '"^^ ^"^^ safisfactori?; Resolved, 

^i^w fn^r \f '"f^^ ^^^'^^ to concentrate eases the pressure of 

trying to do everything and acconq,lishing little" oi "spreading oneself too ?hin." 

Step 8 A and B may have been coiq,le ted in Step 7 B and need not be repeated. 

^'^^P ^ Select Some of The Highest Priority Ne ed s as Targets to Rp«nW ' 

ll^V^^ prioritized needs, the planner (s) must decide' which of the needs he or she 
^esJ^r ? '° ^"^"-^^ The highest priority needs should be targeted 

unless there is a very strong, reason for targeting a need with a low prior ify One 
s^ch reason might be that insufficient resources are available to ^e? a SS' 

alLlf^forthis rei' ^""^"^ ^ high p rarity on 

has been tu™^J / '°" ""'^^ considered a reallocation of resources or 

„«?nt °" ^ «q"est for resources. After' reexamining the way one is 

using resources now and once the budget is completed, the needs sefected 2 ^ar^ts 
the IZt . be modified. ' However, it seems that'a planner should target Sd attack 
the highest priority needs and explore ^ variety of remedies before tfbli^ the"? 

No mdglc figure can be applied when making a decision on how many needs to target 

cloab^^Jf?^ ' ^""^"^ ^^"5 a judgment depends upon 

capabilities, energies, creativity, ^resources, the nature of the neeSs^ et^ 

4 

' , Step 8D. Complete In dication of 'Need for Each Targeted Need 

I^! no^^"'^?" °* ^^^^ appendix) used to cpmmtmicate the Indication of needs 

goLrove'r'lor i^'is^'tSsT* ^« ^ 8°°^ to give. TtT^horouS 

targeted needs and their relative priority. rejeccxng tne 
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Step 9 - Ea^abllsh Tentative Objectives With Sta ndards ' 

. "'-j . . • .• ^ ^ ^ — ^ 

The d^lopment of objectives mus,t be done in. light of possible /constraints for 
them to be realistic and achievable. Constraints such as lack of funds, student 
characteristics, changes required i« behavior, inadequate facilities , etc. , should 
. be considered when writing objectives. Constraints provide friction when planning, 
however, they should not be viewed as insurmountable obstacles. ' 

The definition of a need used throughout this paper implies some hieans of measure- 
ment for determining what level of achievement will be necessary for resolving the ' 
need. Such standards should make it possible to know how well the gap is being 
(jlosed relative to the targeted needs. 

'\ Formulating objectives and setting standards do not require nonsubjective data, such 
as test scores,^- dropout statistics, etc. The subjective need described below might 
emerge from a formal needs assessment as a priority. It illustrates Ihe point that 
objectives and standards can probably be developed for any need which might emerge. 
Only two objectives were written for this need, although many others could be devel- 
oped as a standar^ against which progress could be measured. 

The verified need is that many children do not have a positive attitude towards- 
their school Work and often destroy theirs and that of others. An acceptable con- 
dition which wis realistic would be for only a 'few children to demonstrate such 
' negative attitudes. \ 

Tentative Objectives and Standards : , _ _ 

1. Children will take home more of their school work to share with their 
parents. This objective will be evaluated by the school custodian based 
upon the amount of school papers found in the trash or on the school 
grounds. A survey of parents will also be made by teachers three times 
during the year to determine if the objective is being achieved. -i 

) ' 

2. Several display tables or bulletin boards will be established around 

the building for the display of students' work. The length of time • ^ 
between when a display is created and when something is destroyed will 
be recorded and , analyzed for improvement. 

Step 9 A. List Constraints and Determine Ways to Modify 

Prior to the for?nulatiQn' of objectives, an attempt should ?e made to identify 
possible constraints whidii. may block or hinder achievement. The most typical 
constraint is lack of funds. Other common barriers include a status quo-orientation , 
insufficient training or competence, poor cooperation, not enough time, etc. A ~ - 
list of constraints relevant to the objective(s) under study should be made. ' ■■ ~ 

Within nearly ^11 of the constraints which could be identified, there is some 
degree of flexibility. A planner should try to determine how the constraints may be 
modified. For example, perhaps additional time or money can be reallocated from 
another area. One's creativity is often tapped when attempting to remove or 
sidestep constraints. Some constraints probably cannot be overcome .^She re fore it 
is best to acknowledge the fact and plan accordingly. 
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Step 9 B. Establish Tentatlve^Objectives With Standards Which 
When Achieved Will Resolve Targeted Needs 

> • 
For each of the targeted needs, a standard of achievement should be set. Just as 
the needs are dif f erent, ^the standards may take various forms. -Standards may be 
written as performance objectives, in terms ^f test scorfe^, rating scales, etc. 
When developing these standards, it is important to base them on a reasonable 
expectation of student or staff capability and resource availability. A pro- 
gressively higher standard might be spread over several years. These needs should 
ba resolved when the standards are met 

V .; ■ . ,- ■ • _ -^ • ■ A ■■■ 

Step 9 G. Modify the Nunter of Targeted Needs, If Necessary 

. - • 

- "nie setting of standards may influence the number of needs which are possible to 
•M ^ch^eve. The planner may colrtlder increasing 0r decreasing the number of targeted 
■ ^^iil; "^eds based upon the desired standards. Experience is the best guide in deciding 
'•'^M*^" or not or how to mldify the number of targeted needs. 

' '^^^ - • »■ ■ " ■' 

Step-.-jg^-riSI'vt-^ 't^e' PMbriagSr-keel^r md Obiectlves With Supervisor 



f . ■. ■ ■ ■ .1 

Usually th? planner doing the needs assessment must gain approval from his or her A 

supervisor before working on the targeted' needs . This is particularly true when ^ 
budgeted resources are required or effort needs to be reallocated. In some cases 
a need can be resolved without such approval; neverthel^s , it is a good idea 

to keep one's supervisor informed. \^ Pt 

Approvalcmay be easier to obtain than acceptance by staff, students, and the 
community, if they- have not beerTjlntimately involved in establishing the targeted 
needs. Acceptance, of the targeted needs as legitimate -and worthy of attempts at 
resolution is requlred,*if thenfeeds are to be met. 



Step 10 A. Negotiate Approval of Priorities, Needs and 
Objectives, If Necessary 

Some needs may not have to receive approval as they can be handled locally. The 
targeted needs and standards may be approved as is without any negotiation. The 
negotiation would be with one's supervi^or^and perhaps the staff who will have 
t<^ meet the standards (if everyone did no't participate in establishing them). 
The intent of negotiating the standards and targeted -needs is to reach a mutual • 
agreement. It woy^d not be necessary to negotiate the end product of the needs i: 
Assessment i^ithe planner's supervisor and staff were architects of the outcome." 
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Step 10 B. Report Prlorltles.'Needs. and Ob.lectlves to Staff . 

Students, and the ' Comnturilty , • • 

'The main purpose of disseminatii^ the needs, priorities', and objectives is to 
* inform people of what the organizational priorities 'are and what the standards 
are that are being sought. Both planhingan^ achieving the 'standards are made 
easier if everyone knows what the. expectations are. .The dissemination process 
is more than public relations, although public relatidns would benefit. 

/ Relations hip of the Unit's Needs Priorities ^ and Oblectives - 

. , to Other Organizational- Units 

■ ^ i • ■ 

This paper has described the process any- HCPS organizational unit would use when 
conducting a needs assessment. The relatioq^ship h&^&&ii the needs priorities 
and objectives of each unit and how they aire integrated ^to form the systemwide 
Apriorities is detailed in other planning papers. However, there are points in 
the Comprehensive Planning Process wheti wotk which h^ reached a' given stage - 
must be discussed and reconciled with' one's superviflqr. The adinirtistrative team 
as the systemwide planning team will reconcile dnd , recommend the countywide 
priorities, needs, and objectives, fhe Board of Edyc'ation has ultimate approval 
for the priorities of the school sysfem. ,3 . * 



^ c 

-" ■■ ■ - ■ . r ■ ' . 
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' , APPENDIX 
What You Have When You Finish A Needs Assessment 

> V .■ . ; . ■ : ■ 

Belle Ruth .Witkln considers the advantages or products of a needs assessment as 
.. being: 

• . ^' ^ a program planner you will discover where the areas of greatest 

strength and weakness are In respect to student learning, thus laying 
the basis for more rational currlcular planning. 

2. You may find revealing discrepancies of various kinds among the per- 
ceptions of different groups — e.g., parents, students, educators, 
business people — as to haja well the school is performing its job. 

3. IJnexpected or hidden needs and caus.es of ongoing o,r unresolved problems 
may emerge. 

4. The assessment, if addressed to future and long-range needs as well as 
current ones, will provide foTr renewal in the school. 

' 5. When needs assessment data are used in conjunction with data on cost/ 

. effectiveness and evaluation, you can make more defensible choices among 
program alternatives. A methodical approach prevents," leaping to solu- 
tions on the basis of scapty analysis or evidence. 

6. Needs assessment should also give you direction for placing priorities 
^ on allocating scarce resources. ^ 

7. When done successively over two or three years, the assessihent will show 
trends related to increasing, declining, or changing pupil populations. 

8. Should you ^ace decreasing public support for education, dropping enroll- 
ments , and demands fot better performances of high school graduates, a 
good needs assessment will- help you find the causes of the difficulties 
and set priorities fot corrective action. The assessmeaf will either 

-Cincover new information, or document and validate policies and programs 
already in action. 

9. Needs assessments will also give you information for planning in special 
areas, such as eduction of the handicapped, health and guidance services. 
c^T^^^T^ and vocational education, needs of minority language and cultural 
groups, and multicultural education for all. 

10. When you Involve the community in the process, you are likely to find 
more acceptance for the resulting plans and policies than if educators 
alone assess the needs and make the decisions. Also, when dissident as 
well as supportive groups are given a voice, and their participation is 
invited in a constructive fashion, there is a better.' chance of reaching 
; " consensus on the areas of greatest need and on proposals to meet those 

needs.* 

The MCPS Needs Assessment Kocess will yield a list of needs given in order of 
priority with some needs targeted and backup information for eaqh need. Sample 
products follow on the next three pages. Backup data is provided for the first 
two priorities as examples. . 



*Belle Ruth Witkln, An Analysis qf Needs Assessment Techniques for Educational 
Planning at State. I ntermediate; apd District Levels . (Hayward, California: 
^*iameda County Superintendent <5f Schools, 1975), pp. 18-19 Idl 
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LAIMIMIN© 



GUIDE FOR PERSONS SUPERVISING PIANNERS 



This paper Is a brief guide for persons supet%slng other planners » 
l.e.y area associate superintendents » department directors super- 
vising division directors^ etc. The Intent of this document Is to 
provide some general asslatance concerning the review by super- 
visors which takes place at certain steps of the MCFS Comprehensive 
Planning Process. A prerequisite for effective use of this guide Is 
knowledge of the other planning papers (e.g., "Just What Is a Need, 
Anyway?" etc.). These papers refer to this document as the "leader-/ 
ship Guide." / 

7 ^ - Dr. I. L. Roy Stern, Associate. Superintendent 

( 1 for Program Development 

Dr. Art Steller, Coordinator for Systemwlde 
T . Planning . 
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Steps 3, 4, 12, 14-16 are optional for 1979-80 



o H7 

ERIC 



Thi iiadir of iich orgmlutlonal unit ii mponilbli for working 
with hit/hir itiff iniipirhipi, othir itiltiholdin Ipirints, itudi nts, 
ind eommunityl throughout thi procitt. Thin in thrn timtt In 
thi procaw whin progmi ii nvliwid by ind ipprovil to procud 
obtitnid from om't i upirviior (doH not pirtiin to thi Boird of 
Educitionh ThiM pointi, which lignify plinning intinctioni which 
in mon intimivi ind f ocutid thin thoii which go on contlnuouily 
^ with thf lyttini, in indlcitid on thi ibovi modil m i cirdi; 
Likiwisi, on two occitloni, within i coordinitid mdconcintritid 
timi period, ill of thi tuptrvlsor-ipprovid work will bi nconcilid 
ind ipproviQ throughout thi syitim* Thin Ipttir two itipi, 
indicttid by tnpizoidi, Mtibllih thi Intirrilitidnitt of 
orgrlmionil livili md how, for iximpli, i ichool'i prioritlit 
intluinctthi Boartff priorltiiiind vld virti. 

148 



At three key points in the MCPS Comprehensive Planning Process the individual 
planner aivl his/her supervisor* review their progress before proceeding. The 
planning flow chart indicates these particular steps through the use of 
circles. The main purpose of the reviews* is to gain agreement and approval 
so the best possib.le planer will result. It is suggested that the first such 
review be accomplished in writing, while the next two reviews be done in 
person* If possible, an existing structure of meetings should be utilized. 

Once action plans are created it is assumed that supervisors will period* 
ically discuss their implementation with the planners^ A status report has 
been developed for this reason. It is designed to cut down on the amount of 
writing required by a planner to keep his/her supervisor informed. Lack of 
progress or obstacles encountered may influence modifications in actions plans. 

A final review during the evaluation phase, is suggested, using a format decided 
on by the participants. The specifics of an evaluation session will depend 
upon the nature of the action^ Ian objectives and the actual assessment during 
implementation. Unachieved objectives may t^cbme needs the following year as 
the planning is recycled. ' - ■ , 

Supervisors should have a working knowledge of all of the planning papers, 
(i.e., "Just What is a Need, Anyway?", "1979-80 Guidebook," etc.), as an aid to 
establishing specific due dates for each step. Of special significance is 
"The Bottom Line" already distributed to planners which indicates mimimum'ex- 
pectations (see page 3). . l- 

•» ' 

Persons supervising planners may adjust procedures and timelines, although such 
changes should be kept within the major intent of each aspect of the Comprehensive 
Planning Process. There are key deadlines which must be met (see calendar /on 
page 4) for the entire system to advance on schedule. Therefore, supervisors 
will need to translate the deadlines for key events into appropriate deadlines for 
their units. For example, if associate superintendents are to submit priorities 
to tHe superintendent by October 5th, the following schedule might be set for the 
Office of Program Development: 

Divisions submit priorities to departments by September 7 
Departments review division priorities by September 21 
I Departments submit priorities to ffice by September 28 

Office reviews departments priorities by September 28 
Office submits priorities to superintendent on October 5 

Supervisors should decide upon specific requirements for their units to best meet 
their units' i.nterests. For example, some supervisors may want the "Planning 
Team Record*/ form submitted at -the first review step, they may not wish planners 
to "Identify Noteworthy Programs," etc. 

y > 
Supervisors are responsible for performing a quality control function as 'they ^ 

review planning efforts.' Caution is extei&led not to be overly critical during 

the Rilot year. This should be a learning venture for ''pilot planners." 
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The term "supervisor" will be used throughout this paper to indicate one who, 
at any level, reviews the work jof a planner. Thus, a reviewer (supervisor) 
at one level may become a planner at another. 



1 
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: I „ _.,.„„„ 

The emphasis ought to be on content and conceptual understanding, rather than 
wording. The products of planning will become better as we gain experience/ 
The object should be clarity, not perfection of expression, 

After the various intermediate products have been reviewed and approved, 
another supervisory duty involves coordinating certain aspects of the syst^mwide 
reconcil^tion steps. The two reconciliation steps, represented on the flow 
chart by trapezoids, establish the interr elatedness of organizational levels 
and how priorities of a unit influence other units and vice versa. Each area 
office or other supervisory unit is responsible for collecting the priorities 
of their aubunits and developing some overriding priorities. 





PILOT YEAR 



THE BOTTOM LINE 



A Planner has to., 



a) 
b) 
c) 

*d) 

*e) 

f ) 

g) 

h) 



* Have a local planning team, 

Read the 1979-80 Guidebook, ^ 

Use Steps 1-6 (and substeps and forms) as determined appropriate by 
the planner's unit, 

Complete Steps 7-10, Including the use of the form "Indication of Need" 
for^the ^-6 needs selected to pursue. 

Select preferred plans (Step 13) and complete appropriate "Action Plan" 
forms. 

Review with supervisor (Steps 6, 10, and 17), 

Implement plans In FY 81 and submit "Status Reports", and 

Provide feedback to the Office of Program Development, as requested. ^ 



A Planner should. . . * 



a) Read all of the planning materials, and ^ 

b) Use and modify specific aspects of the entire, planning process, as 
appropriate. 

The Supervisor of a Planner has to . ... 

a) Read the 1979-80 Guidebook, ^ - 

b) Determine how to best complete Step 6, Including how to use the 
"Needs to Assess" foim, 

c) Set deadlines for Steps 6, 10, add 17, . 
*d) Provide supervision and guidance for other planners, 

e) Approve the planning units* products aad procedures, 

,f) Complete "Consolidating Objective" forms for planning units (Step 11) 
within his/her unit, 

g) Review with his/her supervisor (Steps 6, 10, and 17), , And 

h) Provide feedback to the Office of Program Development, as requested. 

The Supervisor of a Planner should . ... 

1 a) Read all of the planning materials, v ' 

b) .Engage In the planning process for hls/her*own unit, and 
.c) Use and modify specific aspects of the entire planning' proci^ss, as 
Appropriate 



Reminder: This Is a pilot year to/improve upon the ^planning process. Please 
work through the process as best you can, let the Office of Program 
Development know what help you desire, and think of what Improvements 
can be made for next yeat. 



■ * . . ■ • 

♦Efforts should be focused upon these steps using the "indication of Need" and 
"Action Plan" Forms as a guide. *. ' 
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REVISED SCHEDULE FOR KEY EVENTS 



I. Sharing of Information 



July 31 to August 3] 



(a) School principals submit "Needs to Assess" forms 
to Area Associate ^Superintendents. Coordinator 

A., of Systenwide Planning will collect copies of 
available "Needs to Assess" or "Indication of 
Need" forms (plus other information or forms as 
appropriate) ^ 

(b) Possible needs collated and distributed 
# to planners 

(c) Each*planner will coiurider , adding or modifying 
his/her .list upon exnilning needs being looked 
at by other units 

(d) Central office units submit "Needs to Assess" 
forms to Associate Superintendent/Executive 
A^flistoat 



i 



II. In-servf 



on /c 



ction Plans 



(a) "Key Personnel" in-service session on Action 
Plans 

" ■ ■ ■ ^ 

(b) "Key Personnel" provide in-service for 
colleagues 

III. Planning Teams Complete Assessment and Prioritization 

(a) Associate Superintendents /Executive Assistant 
submit priorities to Superintendent or Deputy 
Superintendent ^ 

(b) Other planners submit their priorities to meet 
this schedule . . / 

IV. Reconciliation of Priorities by Administrative Team 

V. Completion of Action Plans by Planners 

(A supervisor could set' a later date, if these action 
plans do not directly involve budgetary requests.) 



July 31 



August 3 

I 

August 3 to August 31 

August 6 to August 13 

August 3 to August '31 
August 3 

^ . I" 

August 3 to August 

By .October 5 
October 5 



August 31 to 
September 21 

October 19 

November 1 



* Planners should continually move ahead with their own planning with the above dates 
as deadlines. Hence, a principal may start developing an Action plan (s) in the 
middle of August before all of the priorities have been established. This strategy 
will enable planners to pace their workload, rather than cramming a lot of activity 
into a short time period to lAeet the next deadline. 



■Ax 



First Review: Confirm Programs / Activities and Needs 
With Supervisor (Step 6 ) 



—Deadlines- — ^ ^ — pates 

Area Associate Superintendents will review By July 31 

sc^^ls ' ''Needs to Assess" 

Central Office Associate^ Superintendents and - . August 3 - 13 

the Executive Assistant will review units' 
"Needs to Assess" ). 

The above administrators will need to set 
earlier deadlines for schools or departments 
to submit their; rNeedV-^fcO'^ftMess." 

The supervisor reviews, may revise, and confirms the statements of noteworthy 
programs, activities to reduce or eliminate, and "needs to assess" which have 
been forwarded to him or her. The supervisor at this time also gives suggestions, 
assistance, and dir«:tion regarding the material forwarded on how the planner 
inttods to conduct the needs assessment. 

• * ' . 

This step provides an opportunity for the supervisor to work with the planner 
before the planner has invested a great deal of effort in the planning. 

Besides determining if /you agree with the proposed noteworthy program(s) and 
activities to eliminate or reduce, you should give major a'ttention to the "needs 
to kssess." Of prime importance, is reinforcement of the concept of a need, 
particularly that .resources are not "needs." 

General Directions for Planners 

(These, instructions are given in the 
1979AB0 Guidebook for this step.) 

6.1 Write a brief description answering the questions: How will the needs be 
assessed? How will staff, students, and the community be involved? 

^.2 Confirm the programs, activities, needs, and approach for the needs assessment 
with your supervisor. (It is suggested that this step be done in writing.)' 

/ i ■ General Directions for Supervisors 

6.1 Determine how to best complete Step 6, (all "paper reviews," conferences 
with planners, some combinations, etc.) including how to use the "Needs to' * 

As sess £orm, set timelines and communicate to planners* • V 

6.2 Confirm the programs, activities, needs and needs assessment approach for 
planners. (It is suggested that this step be done in writing. Questions/ tp 
use in the review are given below.) ' , 

Questions to Elicit Discussion ^ 
Identify Noteworthy Programs (Step 3) ^ 

Why was this program (s) designated as noteworthy? 

^ 5 //va 



Identify Activities Eligible for Modification and/or' Elindnation (Step 4) 

1. How was this a'ctivity(ies) identified? 

2. How have the three considerations on page 4 of the Guidebook been addressed? 
-3. What_J.a_tJie_jBAvlng_in_terw^ 



Identify Initial Set of Needs to Assess (Step 5)' . 

1. How were the needs identified? 

2. Does each need demonstrate relevancy to the unit's mission? 

3. Is each need clearly worded as a "need"? 

4. Can these needs be realistically achieved? 

5. Do the needs provi||B a balanced look at the unit? 

6. Are the needs few^nough to be manageable in an assessment process? 

.7. How will the needs be assessed? How/Will staff, students and the community 
be involved? - / ^ 

Second Review: Review the Priorities. Needs and Objectives . 
with Supervisor^ (Step 10 ) 



Deadlines 



ociate Superintendents/Executive Assistant pates 
submit priorities to the Superintendent or 

Deputy Superintendent. ^ Octobers 

Other fanners submit their priorities to their 
supervf^rs to meet this schedule. * 

You must approve the priorities, needs, and objectives before the. planners proceed. 
(This step does not apply to the superintendent's or deputy's priorities, needs 

"?l^?^^^r^''^rM IS''^"*^ ^ '^''''"•''^y negotiation process, you reach agreement using 
Indication of Need" forms as a basis for discussion. 

General Directions for Planners 
(These instructions are given in the 
1979-80 Guidebook for^ this step.) 

10.1 classify the needs by Topic and Category (see front page of School Information 
Sumnary) and record on "Indication of Need" forms. 

10.2 Submit your list of priorities, needs pursue, and objectives to your 
supervisor udlng MCPS Forms 345-53. \^ 

10.3 Negotiate the priorities, needs to pursue, and objectives with your 
supervisor to reach agreement. ' 

General Directions for Supervisors ( 



10.1 Determine format (i.e., individual conferences, group meetings, in writing 
unless interview requested, etc.) for reviewing planners results and set due 
dates. Communicate these to planners. 

10.2 Review the priorities, needs to pursue and objectives with each planl^er and 
negotiate to reach agreement. (It is suggested that these reviews not be 
started until after the supervisor has had an opportunity to examine all of 
the information from the subuniks.) 

■ , • . , If ■ . 



» ■ ■ ( 

Questions to Elicit Discussion 



/ 



1* How was each need assessed? What data was collected and how? 
What did the data' Indicate? ' 

2. What group(s) or Individuals percelvcjd this as a need? Staff? Parents? 
Students? 

3. How were their perceptions obtained? ' ^ .-^ ^ 

■ ' . . ( ^ ' \ 

4. What Is the rank-ordered priority of the needs? How was It determined? 

5. How were the "needs to pursue" selected from the priority 1,1 St Itig of ,ne 

6. Are the objectives clearly stated? /is the i^ethdd o^' me 
described and Is It appropriate? * / " ' . | . >^ ♦ ^ , -J 

7. What other units or persons /[do^you tHlok wlltv^e "^^Ijripactef^ or Mlrectj^^r i^fllP , : ^ 
involved in meeting leach needC? * ' . /t* ^ ? ^ '^'y'^ ^ " * 




Reconcile -and Approve the. System Priorities. Nfee.ds 

axiA Oblecrives. at aIi iy.el^ .(Stjery^rn ' 



After reviewigg^ each subui4ts ^pij^iorii^ies^ ^eedd and olQecttireS', the supervisors*^ ^ 
use this information to develop^ cons'blidating '^obj^ctiyes. £br their unit. * , \ 

Some central of fice units', may etect ilot^ to con^olidajf;^^^ j 
subunlts. The rea^ for this decision would be easj^ uj^on the uil^queness .or^acfi ^ ^ 
subunit. In such an instanfee/ subun^jl^ priorities shotld^fb^^roup^d tpge^^ 
and re ranked as priorities of the la«er |£l^it ,(therc^ 

repeat step 8, mpdified si;tghtlyy?*anid not engage in ^the consoliaating aapecfr^ >ofw* 
this step )> f ' ■ - \- . / ^ ^ < • • . V 

\ ■ ^ ■« •. V' >■ ■■ 7 ..-'•^ ; , ■ > ■ > 

The consolidating prqcess'Afill epable the super.vlspry unit< to develop priortr 
tize overriding objectives Vncomp ^ 
^is important fco notfe th^t^-^ie specificity of ^jeptives ^nd/or n^^^ 



the local unit level than dt larger: olrVaH^atioi^i unit Irevels.^J 
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'The^toplcs and catejgories listed below are Intended to serve as a framework 
for cltfssifyirife data and information in a standardized fashion. Centr^il Office 
V org^nlzationial units may select topics and categories from those below or 

develop other categories for organizing their needs. The categories obviously 

— ^are-not-exhaustive^and-you my-stipplement"them-wlth-additionaI~categ^^^ 

' lnfoTmatib|i, J ' 



V 



TOPIC I: .^Student-Community 
; 4 Characteristics 

Categoties ; 

Enrollment and Attendance 
. • * , Test Data 

' Handicapped and Other Special 
Ne^ds 

Student Behavior/School Climate 
School Community Relations 
Community Demographic^ 

TOPIC II: Administration and Organization 

^ - Categories ; 

Administrative Organization 
Food Services 
Safety 
Facilities 
Budget/Other Funds 



^O^lt III: Personnel 



Categories : 

Staffing 
. : Staff Development /In-Service 



TOPIC IV: Program 

Categories ; ^ 
Instruction^ Approach 
Art 

Business Education 
Career Education 
Cooperative Vocational 

Education 
Driver Education 
English Language Arts 
Foreign Language Arts 
Health Education 
•^Home Economics 
f Industrial Education 
Mathematics 

Multi disciplinary' Programs 
Music 

Physical Education 
Science 

Social Studies 
Handicapped and Other 
Special Needs 

Instructional Equipment 

Extra-Curricular 



• ^neral Directions for Supervisors on Consolidating Objectives 

^ 1. Croup each of the needs of individual local units according to^the ajjove 
^topics and, as appropriate, categories , and indicate on MCPS Po/ms 345-54: 
„ Consolidating objective (next page) (one form for each grouping) 

J Add the needs identified by the supervisory unit to above forms. 

Analyze and develop overriding objectives for appropriate groupings. 

Rank order the overriding objective^ from the number one need through the 
least important - - - 

forms . 



3. 



Add necessary information to the "Consolidating Objective" 



Send the "Consolidating Objective" forms to the next supervisory unit, (if any). 



EXPIRATION: March 1080 




Offic« for Pr^rim D«v«lopm«nt 

MONTGOMERY COUNTY PUBLIC SCHOOLS 
Rockville, Maryland 



CONSOLIDATING OBJECTIVE 



INSTRUCTIONS: This form i$ to be completed by designated planner* within the time frame established by the approved comprehensive 

planning process. Refer to the 1979-80 Guidebook for explanation and directions regarding each planning step. 

* 

Planning Process Reference: Step 1 1 



Offica/Depiirtment 



Area 



Coniotidating Objective: 



PRIORITY 
No. l.of_ 



Topic 



Category 



List the name of each unit which has needs addressed by this consoli'dating objective and the priority assigned to each need. Attach 

corresponding MCPS Forms 34B'53 which were completed by the units for those needs. ^ 
- . . A « 

Unit Name Priority Assigned 



Check here If additional units with need priorities are listed on the reverse side. 



/Planner (Signature) 


Titltf 


Date 


• . ■ ) 







FORSUPERVISOR'S USE 



Commenis: 



Signatur 




Title 



O orm 345-54. April 1979 
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General Direction for Siipervlsora on Reconciling 

This step Involves the associate superintendents, the executive assistant, 

___thc_deputy--supertntendent,— the-superlnte^ient,— the adml^^^ 

other persons who may be requested by these. Individuals tp participate. 

Each of the associate superintendents land the executive assistant have a list 
of priorities which have been reviewed by the superintendent or the deputy. 
These priorities are a combination of thef collection of priorities of thejr 
subunlts and those identified by their ow|i office staff. 

A reconciliation must take place to eliminate potential conflicts of priorities, 
to reduce troublesome impacts of ond unit upion another, to identify areas of 
mutual interest and support, and to secure concurrence and commitment. 

1. Distribute copies of prilbrities, and b|ckup documentation to other associate 
superintendents, the executive assistant, the superintendent, the deputy and 

""other members of the administrative team. 

2. Analyze the information from the' other sources considering your own priorities 
and the considerations given above. 

3. Attend a meeting of the administrative team for the purpose of (a) eliminating 
potential conflicts of priorities, (b) reducing troublesome Impacts of one unit 
upon another and (c) identifying areas of mutual interest and support. (some 
of these matters may have been worked out prior to the meeting. Each Indl- 
vidual should have some time to give S^resentation on the priorities of his/ 
her office.) 

4. Prepare the reconciled priorities for ranking by the administrative team. 

General Directions for Approving Systemwide Prioritieg 

1. Administrative team members will be provided with packets containing the 

combined reconciled priorities and backup information. 

» - - • y 

2. ^ Following a question and answer session, each administrative team member 

will rate each item on a scale from one (high consideration) to five- 
(low consideration). 

3. The individual ratings will be- tallied and averaged to deriv-e those priorities 
receiving most support for highest consideration. A simple chart, such as the 
one below, will be used to record and communicate the results. 







2 


3- 


4 


5 


Total 


Averaj^e 


Item 
















K 

4 






• 


m 

10 







4. The derived priorities will be available to the administrative team for 
diacuaslon and possible modification before being declared the system's 
priorities, (It is suggested that approximately 10 priorities be con- 
^ftldered^ayatem-prloritlea* — ltems-not-lneluded-ln-the-i^op-Ten?^could 



still be considered by the appropriate bnit.) 

5. The system priorities will be shared with the Board of Education and the 

MCPS community including staff to indicate our overall direction for FY 81. 

Third Review ; Review* the Preferred Plans, Integration 
Revislont and Separation of Plans with 
t Supervisor (Step 17 ) 



Deadlines * pates 

Associate Superintendents and the Executive Assistant November 1 

should^ review the action plans of schcfols or depart- 
ments which directly Involve budgetary requests by 
this dat^{; A later date may be set for reviewing 
other acflon plans, ^ 

"Preferred Plano^" are simply the plans selected for development after investigating 
some alternative ways of meeting needs. The preferred plans, integration, revision, 
and separation must be approved before planners should prcijeed. (This, step does not 
apply to the superintendent or deputy's plans.) Through a^fwo-way negptiation process, 
agreement is reached using the "Action Plan" forms the Integrated priori ties, revised 
planSy and budget forms. For the pilot year, steps 14-16 would not be done , therefore 
only preferred plans and budget requests need be reviewed. Ideally, plans and budget 
requests would be considered concurrently, if possible. 

The MCPS Form 345-55A: Action Plan should be used to^record the major preferred 
plans; Guidelines for deciding whether an Action Plan form should be used are: 
(a) If either the planrier or the supervisor believe it appropriate, (b) If j 
additional r^sou^ces are being requested beyond the regular al|[ocation, or (c) 
M the plan itself will significantly Impact other unlts^ 

Each preferred plan should be submitted in writing, incorporating as many elements 
Included, on the action plan forms as paproprlate. ' 

General -Directions for Planners ^ * - 
(These instructions are givekD in the 1979-80 
Guidebook for this step.) 

*17.1 Submit the material suppc^ting decisions on S.teps 13-16 to your supervisor, 

17.2 Nego^late3^ preferred plans with supervisor to reach agreement. 

17.3 Negotiate the Integrated priorities and revised plans for FY 80 with supervisor 
to reach agreement. (Will not be part or the process during the pilot) 

17.4 Negotiate the budget requests for FY 81 with supervisor to reach agreement. 
* Steps 12 aKid 13-16 will not be used during the 1979-80 pilot year. 

. 11 : ' 



s. 



General Directions for Supervisorfl 



17.1 Provide, in connection with the three guidelines above, expectations 
atput Action Plans. For example, every planner might be required to 
develop at least one Action Plan using the forms. Certain planners 
might be encouraged to use the forms due to the specif la nature of their 
needs* 

17.2 Determine if plails and budget requests can be considered at the same 
time, and set deadlines. Communicate these to planners. 



17.3 Review preferred plans (and budget requests) and negotiate with each 
planner to reach agreement. 

Questions Jto Elicit Discussion 



/ 



\ 

Develop Several Possible Plans for Each Curr^t Need (Step 12) 
Select Preferred Plans (Step 13) 

Integrate Previous Year's Needs with Current Needs (Step 14) 

1., What .are the alternative plans (at least two ) for meeting each need? 

2. Does each alternative plan include: 

a. Me stigation into advantages & disadvantages 

b. expected results (effectiveness) . * - 

c. impact upon staff and community ( time requirements 6c other demands) 
iid. level of staff, student and community acceptance 

e. estimated costs (personal, equipment, materials/supplies, other) 
for a five-year period 

f. ' consideration for in-service 

g. proposed funding plan " • 

3. What criteria were used to select the preferred plans? ' - 
^- How were previous year's needs integrated with the current list? 

5. What is the plan for implementing the preferred alternatives 
(iictivi ties , evaluation, monitoring , timelines) ? 

Examine and Revise Previous Plans Based Upon Approved Resources (Step 15) 

L 

1. Given the approved resources, what revisions are necessary in previous 
plans? What revisions are necessary in objectives or' expectations? 

2. How were the revisions determined? 



Separate Plana into Veara of Implementation and Budget (Step 16) 



1. How was the sepax^tion determined? / 

2. If not already indicated, what other units or persons will be impacted or 
diree|^ly involved in the plans (both fiscal years)? 

3. How will revisions be communicated to other units or persons affected? 

Reconcile and Approve the FY 81 Plans ahd Budget Request at All Levels (Step 18 ) 

Reconciling the plans of all units ays terawide will ultimately move forward on two 
levels*: (1) revisions in FY 80 plans and (2) FY 81 budget requests. Revisions in 
FY 80 plans need only be communicated to others affected by the changes so their, 
plans can be adjusted accordingly. (For example, the Department, of Instructional 
Planning and Development revises the FY 80 plans for implementation of an instruc- 
tional program and notifies school-based personnel who were to have been involved.) 
The approval for FY 81 plans simply goes "up the ladder" from supervisor- to- 
supervisor.^ Each planner secures approval from' his/her supervisor. FY 81 budget 
r^^^uests follow the budget development timetable. 

The^ssociate superintendents, the executive assistant, the deputy superintendent 
aid the superintendent are responsible for coordinating plans :and budget requests 
throughout the system, as they are presently. 




FY 80 plans will not be revised using this process unless considered 
appropriate by planners and/or supervisors. 





Dr. I. L. Roy Stem, Associate 

Superintendent £or Program Development 

Dr. Art Steller, Coordinator of 
Systerawide Planning ^ 



U: 
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Introduction 

Th* Coopr«h«nalve Planning Proc0!pa Im •chaduled for'^ayattfirwlde Impleroantatlon 
for FY 81 planning. This •prlng/auramar tha proceaa will be pllotad by soma 
organizational unlta for FY^l planning. Aa with any pilot project, some modl- 
ficacroM ; 
aftarwarda. 

Participating school principals; other chief administrators of divisions, departments/ 
or offices; and the Board of 'Education are being requested to follow the comprehenslva 
planning proceas In developing their FY 81 plans and budget requests. These plans 
and budget requests should Include a distinction between maintenance of ongolpg 
emphases and new thrusts. ^ 

More specifically, a set of steps Is Involved startlnig with the examination of 
approved purposes ("what should be") and present programs ("what Is"). Then needs 
(gaps between "what should be" and "what Is") are assessed, «Hbrl ties are set, 
plans are created, and budgets are established. The dlrectlMf, steps, and 
.forms provided In this document have been designed for guidance to the planner. 
Some of the steps and corresponding forms are optional. The forms have been designed 
to minimize the amoujpyt of writing, while maximizing the clarity both to the planner 
and readers. The forms will also aid in moving the priorities and plans through 
th^ system. The final step is a recycling of the process. 

There are three times in the -process when progress is reviewed by and approval to 
proceed obtained from one's supervisory (4pes not pertain to the Board of Education). 
Supervisors are responsible for performing a^ quality control function as they review 
planning effo^rts. Likewise, on two occasions, within a coordinated and concentra- 
ted time period, all of the supervlsor^approved work will be reconciled and approved 
throughout the system. These latter two steps establish the interrelatedness of 
organizational levels and how, for example, a school's priorities influence the 
Board's priorities and vice versa. 

Local Planning Team 

It is suggested that the administrator in charge of each organizational unit utilize 
*an -existing coordinating group, such as a steering committee or coordinating council, 
as a local planning team. Besides the planner, a local planning team would include 
representatives from its own members, units it supervises or coordinates, other 
units with whom it interacts, and, perhaps, the community. For example, a school 
planning team could consist of the principal, some , class room teachers, other staff, 
parents, other citizens, and, perhaps, students. Central office units who service 
other MCPS units should consider including such "clients" on their planning teams 
or obtaining feedback through a liaison system. 

Documentation of the planning team participation is desirable. MCPS Form 345-50 : 
Planning Team Record is for recording involvement of the planning team. It can be 
used as a working draft during the planning process. As such, membersh*lp on the 
planning team and members' affiliations can be listed prior to Step 1. The form 
may be updated as the Involvement of each team member is planned and completed. 
This record of involvement in the planning process is submitted t6 the supervisor . 
only if requested. 
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Suggested Matierlala 



These materials should aid planning^ and It Is recommended that they, be collected by 
each plannel: prior to starting the process: 

The MCPS Comprehensive Planning Process ; A Conceptual Overviev 

MCPS Goals of Education, Program of Studies ^ Board policies, state and 
federal guidelines, mission statements, other existing goals and objectives 
etc. , which provide affirmations of approved purposes ("what should be"). 

c) Data describing the present program ("what is") including school informa- 
tion aumm4ry, the annual test report, the cat)ital budget for FY 80, 
approved resources for FY 80, etc. '(See "Supplement to School Information 

: Summary.") , 

• 1^ - '~ ■ . ■ ' " . ■ ■ 

d) Other planning support materials, such as the paper entitled "Just What Is . 
d Need, Anyway?" '^ .^^ 

e) Available information from other appropriate organizational units indi- 
cating their current state of thinking regarding major tlirusts for FY 81 
or long-range plans. 7 . 



b) 





STACKS AND STEPS* 



Stage I - EXAMINE APPROVED PURPOSES/PRESENT PROGRAM 



1. Examine Approved Purposes 
^ 2. Examine Present Program- 



stage II - IDENTIFY NOTEWORTHY PROGRAMS /ACTIVITIES TO ELIMINATE/NEEDS TO. ASSESS 




3» Id^tify Noteworthy Programs 

4. Identify Activities Eligible for Reduction or Elimination 

5. Identify Initial Set of Needs to Assess 

6. Confirm Programs, Activities, and Needs with Supervisor 



-Stage III - ASSESS/PRIORITIZE NEEDS AND ESTABLISH OBJECTIVES 



7. 

8. 

9. 
10. 
11. 



Conduct the Needs Assessment^ 

Prioritize ^Needs and Select Nfeeds to Pursue , ^ 

Establish Tentative Objectives with Standards 

Review the Priorities, Needs, akd Objectives with Supervisor ^ 
Reconcile and Approve the System Pjripri ties , Ne^ds , and Objectives 
at All Levels 



Stage IV - DEVELOP ACTION PLANS /BUDGE^ REQUESTS 



12. Develop Several Possible Plans for Each Current Need 

13. Select Preferred Plans ^ 

14. Integrate Previous Year's Needs with Current Needs 

15. Examine and Revise Previous Plans Based Upon Approved Resources 

16. Separate Plans Into Years of Implen^^ng^tlon and Budget 

17. /Review the Preferred Plans, ^^^^S^ffiP^El' ^vis'ion, and Separation 

with Supervisor . SMf 

18. ^ Reconcile and Approve' Plans and FY sPKudget Requests at All Leveis 



Stage V - IMPLEMENT PLANS 



19. Implement Plan^ 



Stage VI EVALUATE/ RECYCLE 



20. Reevaluate Plans and Evaluate Results^ 
21 • Recycle . ^ 



*Steps 3, 4,. 12, 14-16 are optional for 1979-80, 

' 3 • • 
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1. * Examine Approved. Purposes 

Planning o.ccurs within a context defined; by the- society at l^rge ^and the 
Montgomery County school commimity^ The MCPS Goals of Education, Program of Studies ^ 
Board. policies , state and federal guidelines, mission statements, other existing 
goals and objectives, etc. , cons titute the approved purposes ("what should be") 

of MCPS. The local planning team needs to consider these "givens." 

' ,. •■ • ^ - \ ■ ■ ■ » . 

» ' , • • . .1 

Directions' ' " 



1.1 Identify and ex atni ne major chanj^s in approved purposes (or procedures} which 
significantly inflxience your planning. (For example, increased funding for 
textbooks which has implications for instruction.) * , 

1.2 Collect and analyze available information from other organizational units 
indicating their current state of thinking regarding major known thrusts for 
FY 81 or long-range plans. ' f., ' 

1.3 DeteimrLne the effect upon your planning (and, i£ applicable, upon the planning 
of other units.) ^ 

1.4 Identify, clarify, and formalize (to l^e extent necessary) the interdependence 
or liaison relationship between your unit and other units or persons. 

1.5 Disseminate findings to al^l concerned individuals or groups. 



2. Examine Present Program 



The present program ("what is") is the foundation^- upon which planning and future 
actions are built. The local planning team should evaluate the accomplishments 
(or lack thereof) relative to 1978-79 goals and objectives and other pertinent 
evaluation information. A school information summary* which consists of a set 
of. categories to serve as a framework for cla^sifyir^ data (and needs, priorities, 
objectives r^sourfces, and cost estimates) has been developed. Schools have been 
supplied wixh standardized data, i.e., test scorres, enrollment data, etc., as 
part of their summaries. Other units should generate data appropriate to their 
unique characteristics. ' 




-2.2 



Directions 



^1 Ctomplet^^ '^d/.orlj^ your: unit's information summary. 

Secuife aind^ relevant information describing your present program, 

espe'ciaiiy^^^Wlij^tlon information. ' — * 



2.3 Report relevant findings to all concerned individual 
• school report to community). 



and groups (i.e., annual 
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^Separate paper 



. '3. Identify Noteworthy Proerams 

Recognition 'should -be extended for special programs. By identifying outstanding 
programs and sharing this information throughout MCPS', everyone will benefit. The 
public, as well, should be aWare of noteworthy projects. This step can be expanded 
to the identification of exemplary programs outside MCPS. Research and promising 
theories may also be considered at this point. In addition , the general strengths 
of each program should be known. Organizations improve themselves by building upon 
strengths. , ^ - 

■ 

^ Directions 
• ^ • • . ■ 

3.1 Idei\tify your noteworthy programs or strategies and general strengths of your 
programs. * / 

3.2 Confirm your proposed noteworthy program(s) by requesting your supervisor 
and/or other MCPS staff member in a related area to visit. 

3.3 Provide your .supervisor with completed MCPS Porm 345-51; Noteworthy Program 
Description . . . 

I** •• 

3.4 Determine what other exemplary programs research and/or promising theories 
you may consiJfer including in' your plans. 

" 4. Identify Activities Eligible for Modification or Elimination 

A major problem faced by MGPS is deciding what not to do. All needs cannot be met. 
An activity eligible for reduced effort or modifiqation can be considered a ^'positive 
^screpancy" between "what is" and "what should be." In other words, more is being 
done in this area thaa ought to be. .Efforts expended towards a limited number of 
goal^ must be conducted in the most efficient and effective manner possible. In' 
some areas it may be possible to reduce the attention given, while other areas, 
programs, or activities may be eliminated with^mt a sigiflficant loss of productivity. 
In some cases, the scope of such any^^tlvity may be such that a planner can elimi- 
nate it without notifying his or her supervisor. It may be necessary to gain 
acceptance from a supervisor before reducing' empTiasis. if the activity being con-*" 
sidered for reduced attention is of major significance, the planner should include 
it as an item to assess and follow-up by completing appropriate forms. Four 
considerations can be used when deciding upon areas in which to reduce effort or 
eliminate entirely. They are: 

a) Does the original need still exist? If so, can a reduced means ,or lessened 
amount of attention satisfy the need? 

b) Have you exceeded the standard of "what should be" or are you doing more 
than has to be done? (Do you have a positive discrepancy between ^"what is" 
^and "what should be?") Ha^ you reached the point of diminishing returns? 

c) Has the relative priority or importance of ^the activity shifted towards 
being less of a priority or of lower importance? If so, ^an reduced 
resources or a lessened amount of attention satisfy the need? 

d) Is the activity under consideration more concerned with maintenance and 
enhancement of internal operations than service to clients? If so, is it 

possible to eliminate efforts in this area or can reduced resources or a 
lessened amount of attention satisfy the need? ' 



Directions 



4.1 Identl^ some activities which may be terminated or Receive, less attention. 

4.2 Obtain feedback from appropriate persons and select items to eliminate or 
modify. 



4.3^ Consider Including these activities, if of major significance, in your 
initial set of needs to assess (Step 5). 



4.^;S-^povide your supervisor with completed MCPS Form 345-32; ' Needs to Assess 




"^^silB appropriate (after Step 5). 

5 . Identify Initial. Set of Needs to Assess 

A need is defined as the discrepancy between "what is" and "what should b^e." It 
is Important to realize the "what should be" represents an accept:able condition - 
not necessarily an ideal state. 

Gi^als (or objectives), programs, or re^^rcfes areNoften confused w^th needs. A 
goal or objective is an exanpjLe of "what shoiild be." Therefore, a need exis.t'd;. 
when a goal is not being met. A program is the prescribed treatment to meet a need^; 
sources (time, money, books^ people, etc.) are what a program requires to function 
do not constitute a ne^d. ^or example, the MCPS approved formulas for resource 
allocations (such as the one for textbooks) , even if unf iilf llled , do not Identify 
eeds." Even though resources are necessary and unmet allocation formulas may be 
sed as part of a rationale for the resources, they are not "needs." Needs* are 
ressed as gaps between expected results and the present reality; Within. these . 
parameters , you can identify your needs very broadly or v^ry specifically. 

The universe of needs simply cannot be addressed. Therefore, focxising attention 
upon the needs deemed the mi>st critical or Important is required^ This identification 
of taxceptions from acceptable norms is the first formal procedure fir screening your 
needs down to a manageable number. 

Directions * 

5.1 Identify negative discrepancies (needs) between the approved purposes and/ 
the present program (use 'Unit information summary wlfh other data). 

5.2 Scan the results of Step 4.3, long-range and existing lists of needs for 

relevant items. * 

* ■ • 

5.3 Confirm the relevance of each need to your|pfeslon and alert other units of 
possible needs that fall within their responsibility. 

V 

5.4 Finalize these preliminary needs statements by wording for clarity, determining 
those which realistically can be achieved, analyzing their range, and reducing A; 
^he total to a manageable number. List these on MCPS Form 345-52; Needs to 

, AasessV 



NOTE^^ Central office uni^ wait to finalize their needs to assess until the other 
levels have completed Step 7.3. 



108 



* Confirm Pri>grain8:^-AfetlvltW and Needg tVl^th Sypervi^sgf 

The noteworthy programs, ;activ±tlei^ tp reducfe pr^eliM^ md^iniHal Sft oij^eelis-^^ 

f are to be submitted to ypur biip^rylddr tir cpnfljmatlVn* . Als^,^o)i ^ouS^^ 
and share how you plan to conduct your, needs ^asseissment'^*'' "l^^:^^^ ^ ' '(j^ 

» /■ ' Dlrect^ions . ' y J-^qs^i/^-^C. "l/"^ ' 



6*1 ^rlte a brief description answetlng tjie <juestlpnsr iSoW will the ne«is*be " 

assessed? How will staff , students, and the coiqp^ . • . 



6.2 Confirm the programs, activities, itee^si and ap heeds ass^f.s^^^ lv 

xHjth your supervisor. (It Is sugge/sted that th^^ step be done In wrltinj^^^^ ^ 



7. Conduct the Needs Assessment 
(A supplemental planning paper describing a process for needs 
assessments In MCPS Is available for more specific gxoldance,) 

A needs ^^^essment , broadly conceived. Is a collection of Information on need£whlch 
is subse^Khtly analyzed. A wealth of data is available to MCPS planners. ^F6r this 
purpose, previously coiiq>lled data should be examined as a first step in verifying a 
need. Many of the needs in MCPS have already been outlined through various examina- 
tions or studies. It is conceivable that sufficient information is already on hand 
to substantiate or refute a particular need without further assessment. If this Is . 
the case, it seems unnecessary to harvest additional data to reconfirm a need. 

• ,. ^ . .\ • r , . - ' ^ ^ ' 

For each need te^.ng assessed, all of^the available sources of relevant documentation 
should be collected and reviewed. If at all possible, several diffierent kinds of 
information should be secured for each need. 

The documentation' which has been collected foi: each need should be concisely 
summarized. The wording should be written for easy assimilation and interpretation 
by persons unfamiliar with the original sources. Names, dates, numbers, etc., 
should be recorded on MCPS Form 345-53: -Indication of Need .. Information both 
confirming 'or refuting each need must . be provided for accurate evaluation. Besides 
aiding the analysis of the information, the condensed d§ta can be used when dis- 
cussing needs with decision makers or the public. 

Directions //'' t 

7.1 Collect, analyze, and record existing documentation , confirming or refuting each 
need on MCPS Form 345-53: Indication of^^g^d . , ■ ■ ^ ' | 

7.2 Obtain feedback on the' needs from appropriate Individuals^^i: groups: 
a) Your Unit's Staff . 

^ b) Otiher Staff ... , 

c) Snidents > ' ^> 

d) Local PTA . ' ' ^ 

e) Community Advisory Groups ' - \. ^ 

f) Others ag Appropriate ' \ 

7.3 Refine the statements of need based u^on the above data*. [Include feedback 
data (Step 7.2) on Form 345-53. ] • " , « Z 



0 



NOTE: The more complete and accurate the collect loti ,of perception? in 7.2 are, 
0 . the ^reat^r the likelihood of receiving corresponding resources to meet . 

ERJC your needs. ^ . , liiQ ^ ( 



8. Prioritize Needs and Select Needs to Pursue 



Analyzing the collected data and determining the order of priority in relation to 
yqur overall mission is "the most important single step of a needs assessment. 
Whether, completed by one j^son or a group, it brings to bear the judgment of what 
needs are most critical to resolve* It is suggested that the person planning (or 
doing) the need^ assessment involw others to establish a consensus on the needs 
and their relative priority*. In any case, the establishment of priorities should 
not necessarily be interprete.d as ordering needs according to "the greatest good 
for the greatest number," i.e., a need for minority or handicapped students may 
have a higher priority than a need relative to a larger portion of the , student body. 

The priority of needs is determined by a rank order listing from the number one 
need through the least important. 

Resources in MCPS, as in any organization, are 'limited^ therefore, all of the needs 
identified and verified cannot likely be addressed. By focusing efforts on a few 
of the most prevalent needs, it is expected that they can be satisfactorily resolved. 
Selecting some needs as targets upon which to concentrate eases the pressure of 
"trying to do everything and accoijq)lishing little" or "spreading oneself too thin." 

! ' 

Dfrections 

8.1 Usix>;g the needs verified by the needs assessment, rank order them from the 
number one need through the least important., 

8.2 Using the prioritized needs, select those needs to ' purs u^ in terms of implje- 
mentation and/or budget requests. (Add information firom 8.1 and 8.2 to 
MCPS Porm 345-53' only for those needs you have selected to pursue.) 

9. Establish Tentative' Objectives with Standards ?^ \ 



The definition of a need implies some means of measurement or determining what level 
of achievement will be necessary for resolving t±ie need. Such standards should make 
J.t possible to know how w^ell the gap is being closed relative to the targeted needs->v 
Objectives should first be written for the desired 'results at the end of FY 81 (this 
could include objectives for FY 80). A progr.essively. higher staijdard of achieve- 
ment for the same objective might be extended over a period of ye^fSjp Objectives 
are to be added to the "Indication of Need" forms. * ' ^ 

Directions 

t - • . 

9.1 List constraints and determine how or if the constraints can be modified. 

9.2 Using previously established objectives, your mission, current needs, and con- 
straints, formulate the objectives describing desired results at the end of 
FY 8i. (Add objectives to MCPSrFo.rm 345-53.) 



10- Revlev the Priorities, Need^, and Objectives with Supervisor 

Supervisors must approve the priorities, needs, anf objectives before one should 
proceed. This*' step does not apply to the Board of Education or the superintendent/ 
V deputy's priorities, needs, and objectives, Throu^ a two-w;ay negotiation process, 
agreefllent Is reached using "Indication of Need" forms as a basis for discussion. 

Directions 

' 10,1 Classify the needs by Topic and Category (see' front page of School Information jfi^ 
Summary) and record on "Indication of Need" froms. ^ 

" ■ ■ '■'^ ' . . . - : ■ * ^ K 

10.2 Submit ySur list of priorities, needs to pursue, and objectives to your supervi- 
sor using MCES Forms 345-53. . 

10.3 Negotiate the 'priorities, needs to pursue, and objectives with your, supervisor 
(after he/she has received all-of the information from the subunits) to reach 

'agreement. , vj*^ 

11* Reconcile and Approve the Systyp Priorities, Needs , 
and Oblectives at All-jevels ~4 

- • • P 

Offices and departments have used MCPS Form 345-54 (also see "Leadership Guide") to 
collect., analyze J and develop consolidating objectives from the^ priorities of their 
.^ubunits. Each of the associate superintendents, the superintendent/deputy, and the 
Board o^/fducafion now have a list of prioritjles, needs to pursue, and objectives 
which are a ippmbination of a collection of these items compiled from their sub- 
units and their own particular office. A reconciliation must take place to elimi- 
nate potential conflicts and to secure concurrence among units impacted by .another 
unit's priorities. It is the Board that will ultimately approve the systemwide 
priorities, needs to pursue, and objectives. 

Directions 



11.1 Distribute copies of priorities, needs to pursue, objectives , and backup 
documentation to other associate superintendents, th^ superintendent and 
the deputy. • 

11.2 Analyze the information from the other sources considering your own priorities. 

11.3 Meet to reconcile and approve the system priorities , needs to pursue, ,and . 
objectives at ^11 levels. A , 

11.4 Approve the systemwide priorities (Board of Educati^flpf 

-NOTE: T^e associate superintendents, the superintendent/deputy, and the Board of 
Education may involve some other persons in the coiiq)let|.on of 'this step. 
However, all planners will need to review the product ot this step. 
A planner may alter his or her priorities based upon the systeii»ride priori- 
ties, as approved by the Board of Education. 
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12. Develop Several Possible Plans for Each Current Need 

After receiving the approved priorities, needs, and objectives, the local planning 
team should begin deliberations on alternative wai^ of achieving the objectives. 
The extent and detail of the alternatives will depend upon /di^ -nature of the 
objective(s) and the , corresponding needs. Minor modifications in existing programs 
may satisfy a given need or it may require new programs, additional staffing, etc. f 
The firmer may necessitate a plan of a couple of sentences, while the latter may ( 
involve^everal pages as explanation. When ^S^veloping alternatives, some factors^ 
to consider are (a) organizational patterns, (b) staffing requirements, (c) in-service, 
(d) equipment and materials, (e) instructional stxategies, and (f) relationship to 
present programJ[^ > 



Direct ions - . 



12.1 Generate several possible plans for meeting each priority and identify those 
with the best potential for being cost-effective. ► ' 

12.2 Investigate those plans with the best potential. The MCPS Form 345-55A : 
Action Plan can be used for exjonining, major alternatives. 

" * ^ 13. Select Pre'ferred Plans 

5 <' From the pc^sible plans generated for each neied^ select a preferred ' plan. The 
preferred plan should demonstrate to your supervisor that it will achieve the 
objectives in a cost-effective manner. A form has been provided Jto obtain approval 
for the preferred plans and for possible incorporation in the budget. As part of"* 
the "Action Plan," each objective n.eeds to be' divided into segments which will lead 
to the achievement of the objective. These segments constitute events or activities 
md are called milestones. The anticipated starting and completion dates of the 
milestones should be scheduled upon the "Action Plan" form. 

Directions. 

13.1 Using the best available d^ta, select a p^referred plan 

13.2 Divide eadi objective into component 'milestones , 
assign -responsibilities accordingly. 




13.3 Complete an "Action Plan" form for each preferred plan, if not \i ready completed. 

13. 4 Communicate the results o'f 13.3 to appropriate advisory groups for the 
examination' and feedback. «i ^ . ^ 

-.>^ / ' ■ ' . ^ ' 

^ - 14. 'Itft.egrate Previous Year's Needs with~Current Needs * * 

/ • .. . ^ ~^ ~ • . 

Some of the needs identified in the previous year (and included in the budget) may 
be le3& liaporUant than the current needs. Routine activities and functions necessary 
to maintain the orbing events of your unit (also%ncluded in the budget) have to 
be considered as v^PL3 Both sets of needs and the routines should be integrated 
intc^ one list of relative priority. (Steps 14-17 do not pertain to the Board of 
Education.) 
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*Stej)S 14, 15, and 16 are not necessary during the 1979-80 use of this procTess. It 
is suggested that planners read these steps to grasp more fully the planning relation- 
ship of one year t6 the next. However, unless ^a new critical need surfaces which 
must be incorporated into FY 80 plans, planners should takie no actions with respect 
to planning when reference is made hete^in to FY _ 



Directions 

a. ■ ' ' ' ^ C' ?' 

14.1 Gather the needs and your mission identified in the priftvlous year, current 
needs, aad major routine activities and functions. 

14.2 Integrate items in 14.1 into a single rank ordered list of relative priority. 

15. Examlae and Revise Previous Plans Based Upon Approved Resources* 

Once the FY 80 budget is finalized and funds are approved, the previous plans built 
upon the approval of i\articular reisources will probably have to be revised. Addl- 
^tionally, as a result ^f Step 14 some of the previous needs (plans) may be revised 
to metft more critical durrent needs. . 



-ii Directions 



15.1 Examine approved resources and compare to requested « resources • 

15.2 Revise previoiis plans by eliminating parts of the plan or adjusting expected 
results. , * " 

15.3 Allocate approved resources, based upon the priority established in 14.2, until 
vail available funds are e:diausted. 

16. Separate Plans Into Years of Implementation and B^udget* 

The revision of plans in Step 15 leads into a formal separation of the plans into 
those for the incoming year of inq)lementation or for the FY 81 budget year. The 
plans marked for FY 81 should be incorpo^rated by supervisors into the budget format, 
if approved. 

Directions , 

16.1 Using the results of 15.3, priorities for which resources are not available 

•"^ become FY 81 budget requests an<^ should be incorporated into the budget format. 

16.2 Add those major routines-ongoing activities and plans for current needs, which 
will require financial resources in FY 81, to your budget requests. 

16.3 Separate plans fo-r the upcoming ^y^ear of iiiq)lementation 0bm FY 81 budget 
requests. A 



*Steps 14, 15, and 16 are not necessary during the 1979-80 use of this process. It 
is suggested that planners read these steps to gtasp more fully the planning relation- 
ship of one year to the next. However, unless a new critical need surfaces which 
must be incorpoxated into FY 80 plans, -planners should take no actions with respect 
to planning when reference is made herein to FY 80. , 



17, Revlev the Preferred Plans, Integration, Revision , 
and Separation with Supervisor 

Supervisors must approve the preferred pirns, ihtegratlon, revision, and separation 
before one should proceed- This step does not apply to the Board of Education or 
' the superintendent /deputy's plans. Through a twd-way negotiation process, agreement 
is reached using the "Action Plan" forms the integrated priorities, revised plans, 
and budget forms. 

* Directions 

17.1 Submit the material supporting decisions on Steps 13-16 to your supervisor, 

17.2 Negotiate the preferred plans with supervisor to reach agr€ 




17.3 Negotiate the integrated priorities , and revised plans for K 80 with supervisor 
to reach agreement. 

» . * 

17.4 Negotiate the budget requests for FY 81 with supervisor to reach agreement. 

18. Reconcile and Approve the FY 81 Plans and Budget Requests at All Levels 

Reconciling the plans of all units systenwide moves forward on two levels: revisions 
in FY 80 plans and FY 81 budget requests. Revisions' in FY 80 plans need only be 
communicated to others affected 'by the changes so their plans can be adjusted 
accordingly. (For example, the Department of Instructional Planning and Development 
revises the FY 80 plans for implementation of an instructional p'rogram and notifies 
school-based personnel who , were to have been involved.) The reconciliation for 
FY 81 proceeds in much ^Tfe^me manner as Step 11. Then FY 81 budget requests follow 
the budget development timetable for approval. 

Directions 



18.1 Communicate revisions in FY 80 plans to appropriate persons. 

18^.2 Distribute copies of priorities, objectives, preferred plans, and FY 81 
btfdget requests. 

18.3 Analyze the information f rom the other sources considering your own plans. 

18.4 Meet to reconcile . and approve the system plans and budget requiests. 

18.5 Follow the procedures and timelines for FY 81 budget development. 

NOTE: Each of the associate superintendents, tfte superintendent /deputy, and the 

Board of Education will engage in 18.2-18.5, although others may be involved, 
as appropriate. However, all planners will need to review the product of 
this step. . 



o • ,. . 17; 
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19. Impl^ement Plans 



Each objective included in the FY 80 plans shoiild be divided into segments which 
wni lead to the achievement of the objective. These segments are called milestones 
and require. the scheduling of their proposed coii5)letion dates. Some aspects of 
schedules will need to be coordinated to eliminate potential conflicts. Plans are 
then implemented and reported accordinlg to their schedules. Once FY ; 81 plans can 
be finalized. (May /June 1980, after resources are known) , the milestones tentatively 
scheduled must be ^reexamined to dete.rmine their appropriateness. 

• * • • - . . . * • 

* Directions 

19.1 Divide each FY 80 objective into component milestones. 

19.2 Scheduling milestones, coordinating dates with appropriate persons. 

20. Reevaluate Plans and Evaluate Results 

The implementation of plans* should be continually assessed and monitored. In addi- 
tion, periodic status reports are to be submitted to one's supervisor. The objec- 
tives should serve as the mainstay of the evaluation of results. • 

Directions ' * 

20.1 Submit quarterly (or another time period, agreed upon with^our supervisor) 
status reports f o^ each major plan, using the "Status Report" form to' supervisor. 
If problems occur, ia planner may use the same form to alert his or her supervi- 
sor at any time. ^ 

20.2 .Reevaluate plans and evaluate results in cooperation with appropriate persons. 

20.3 Communicate final evaluation results to appropriate individuals and groups. 

21- Recycle 

i 

The entire comprehensive planning process will be recycled based upon evaluation 
and experience. Objectives unachieved, by definition, become needs for FY, 81 or 
82, although some other needs may emerge as|a higjier priority. 

■ ' ■ \ ' • ■ , • 

Directions 

21.1 Use the final evaluation and experience for recycling the process. 





IMPREHEIMSIVE 

PL^NINJIIMG 



School/Office/Oepartment/Division/Unit 



Area 



STAGES AND STEPS' 



2 



Date Initiated/Date Completed 



Stage I - EXAMINE APPROVED PURPOSES/PRESENT PROGRAM 

1. Examine Approved Purposes 

2. Examine Present Program 



7V^- — 

Stage II - IDENTIFY NOTEWORTHY PROGFfAMS/ACTIVITIES TO 
ELIMINATE/NEEDS TO ASSESS 

3. Identify Noteworthy Programs 

4. Identify Activities Eligible for Reduction or Elimination 

5. Identify Initial Set of Needs to Assess 

6. Confirm Programs, Activities and Needs with Supervisor 



1. _ 

2. _ 



3. 
4. 
5. 
6. 



Stage IH - ASSESS/PRIORITIZE NEEDS AND ESTABLISH 
OBJECTIVES * 

7. Conduct the Needs Assessment 

8. Prioritize Needs and Select Needs to Pursue 

9. Establish Tentative Objectives with Standards 

10. Review the Priorities, Needs, and Objectives with Supervisor 

1 1 . Reconcile and Approve the Systenrt Priorities, Needs, and 
Objectives at All Levels 

Stage IV - DEVELOP ACTION PLANS/BUDGET REQUESTS 

12. Develop Several Possible Plans for Each Current Need 
Select Preferred Plans 

Integrate Previous Vear's Needs with Current Needs 
Examine and Jlevise Previous Plans Based Upon Approved 
Resources xy- .^ \ 

Separate Plaps Into Years of Implementation jilt Budget 
Review the Preferred 'Plans, Integration, Revisralfand 
Separation with Supervisor 

Reconcile arid Approve Plans and FY 81 Budget Requests at 
All Levels 



13. 
14. 
15. 

16. 
17. 

ia 



7. 
8. 
9. 
10. 

11. 



12. 
13. 
14. 

15. 
16. 

17. 

18. 



Stage V - IMPLEMENT PLANS 

1 9. I mplement Plans 



19. 



Stage VI - EVALUATE/R)ECYCLE 

20. Reevaluate Plans and Evaluate Results 

21. Recycle 



20. 
21. 



•Steps 3, 4, 12, 14—16 are optional for 1979-80. 
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EXPIRATtON; IWUrch 1080 



Office for Program Development 
MONTGOIifERY COUNTY PUBLIC SCHOOLS 
. Rockville, Maryland . 



PLANNING TEAM RECORD 



INSTRUCTIONS: This form is to be completed by designated planners within the time frdrne established by the approved comprehensiv 
|ning process. Refer to the 1979*80 Guidebook for e)(planatlon and directions regarding each planning step. ^ 

Planning Process Reference: Prior to Step 1 ' 



"^hool/Offlce/Department/DivisionAJnit 



Member 



Planner (SigflKure) 



Area 



Local Planning Team 

Affiliation I Planning Step Involvement Member Initials 




Title 



Date 



Comments: 



FOR SUPERVISOR'S USE 



. Signature ' 



Title 



Date 



MCPa^orm 345-50. April 1979 

o 
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A. 



IVB 



^ Office for Prograrp OevVtopmertt 
MONTGOMERY COUNTY PUBLIC SCHOOLS 
i Rockville/Marjjjjnd ' • 



EXPIRATION; M<irch 1980 I 



NOTEWORTHY PROGRAM DESCRIPTION 



|/|NSTRUCTIONS; Th?i form is to be completed by designated planners within the time frame established by the approved comprehensiv 
UHinino process. Refer td the 1979-80 Guidebook for explanatfbn andjiirections regarding each planning st^p. 

^^^^^V Planning Process Reference: Step 3 v . 



§chool/Office/Department/Dlvision/Unit 



1. Program Name 



/ 2. Topicaod Cfit^ry ... 
* 3. Program Focus .n . 

4. Date Program Began . . , • . 

^ 9. !&ira^^^ . . . 

($.JI^^^^^^ . ! , . . v\ I 

7. Telephone' Num^ber . 

' "^8. Major Program Obfectives . , , 

(StudjBnt/Client Performance Objectives) 



Area 



(Month, Year) 



9. Qwacteh'sttcs of stud^nts/dients 
servieU by the program . . ... 



r 




:^MgpSf^orniiaj& ' 
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10. Pr^iptdum/instrunvirits uitd 
to identify ttudentt/ciients . 



— .. — ^ 

11. Oescriptiorv^f |}^psram activities 
, for students/clients . . . . 



■5«r 




4' "^^M 





12. Tirne (l|Mic|,urs) stydent/ciient '^V - 
« -^participates in program weekly: 

13. Program length (tbro), during 
^ the $cho6l ye^r) , 



i 



14. Staffing .V . o 



.15.'Student*teacher ratio (if applicable) 



16. Special features/comments 



Planner (Signature) 




Title 


V -» 

Date 


Commenb: (Include indication of quaiity): 


FOR SUPERVISOR'S USE 














-.1 ' 






















^ ■ * • * 


v ' ' • \ Signatur* 






Title 






■ Date ".• 
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ElVSIVE r^ ^^^^^"i2f^''°9»'am Development .W' 
MONTGOMBIfllpOUNTY PUBLJ^C SCHOOLS 
Rockvllle, Maryland 



EXPIRATION: lyij^ 1980 



NEpbS TO ASSESS 



I INSTRUCTIONS: This form Is to be completed by (^esignated planrters within the time frame established by the approved comgjrehenslve 
UUnnrng process. Refer to the 1979-80 Guidebook for explanation and directions regarding each planrl^^stfep. 

Planning Prdcess Reference: Steps 4-6 



School/Office/Department/Division/Unit 



J 

Area 



List each identified need for which you are considering program or administrative changes. This includes needs with either po^tive or 
negative differences between "what is" and "what should be/' I.e., performance expectations which may result in additions to^the program ; 
or eliminations of current activities. For each needs statement, list sourceis) of information showing an indication of need anil an . 
approved purpose. On Side 2 describe the nr^ethod by which you plan to assess the needs. Use additional sheets as necessary^to describe 
gll needs> . ^ *" ^ . 



Kreiimmary 
A Needs 

Statement 

Indication of need: 

Approved purposes:' 

Need considered for: 



V.' " 



(check one) 



□ 



Increased emphasi 



iasis 



educed emphasis 



Preliminary 
9 Needs 

Statement 

Indication of need: 

iroved purposes: | 

Need considered for: 



(check one) 



Preliminary 
Q '. Needs 
• Statement 



creased emphasis 



Reduced emphasis 



Indication of >^eed: 

Approved purposes:, * ^ * 

Need considered for: '^^ . (check one) 




□ 



Increased empha^ 



□ 



Reduced emphasis 



Preliminary 
tJ Needs 

Statement 

Indication of need: 

Approved purposes: | 

t^eed cQmidered. for: 



v; 



(check one) 



creased emphas 



Reduced emphasis 



iminary 
E Needs 

Statement 

dlcafion of need: 

Approved- purposes: . 



iL^^^^^^ ngfdered for: (chepfc^e) ' 



E RJ C onfT iiS-bl. April 1 979 T 



Increasefemphasis 



□ 
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Re duced errtphasis 



Pmltminary V . 
Fi NMds 

Mdicstion 11 nctd: 
iprovad purpoits: 

Niici constder«ir7orT 



(check one) 



Tricraa$ad~emphasis~ 



"Reduce^ emphasis 



Preliminary 
G Needs ^ > • 

Statement 

Indication of need: ■}<' 

Approjred purposes:^ . W 

Need considered for: (check oo^ 



Increased emphasis 



□ 



Reduced emphasis 



Preliminary 
H NewJs 

Stanment 

Indication of need: 

Approved purposes:, 

Need* considered for: 



(check one) 



Increased emphasis 



Reduced emphasis 



Proposed method of assessing needs j 



% 



/ 



7 



4 



ft 



9 



Planner (Signature)^ 




Date . ' ^ 









Comments: 



FOR SUPERVISOR'S USE 




eXPIRAll ON : Mar^1980 



I Offic« for Pro-am Dtvalopmant 

iMONTGOMERY COUNTY PUBLIC SCHOOLS 
t T Rockvilia, Maryland / ^ 




ACTIONS: This form is to be d^npleted by dasigHated planners within^fii^Mme frgWe eitablish the approved gbmprehensivi 
I dfocess. Refer to the 1979-80 Guidebook for explanation and dired^iit r^flerdlntf^^^ planning' step. ' . 



Planning Process Reference: Steps 6-10 



— -School/Off Ice/OiiartfTie^^i^^^ 



<-d conildTrt for: (ctitck on.) Q e,npha,is J Reduced em^ 



^atemaint of natd ' 




ives with standards . 



Are# 




PRIORITY 
No- oif_ 



Topic 



Category 



Estimated (to be complete'bonly ior n ee<|8^dre ssing reductions or elimihatrdns 



a; llurhber ^Fjfperson days: professional, 
b- Olther:.iMS£ 



supporting services. 





Offic* for Program 0«vtlo|»ntrvt 

MONTGOMER#COUNTY PUBLIC SCHOpLS 
RockvHIa.f/toryland 



EXPIATION; MyohlQBO > 



COr^LIDATING OBJECTIVE 



riNSTRUCTIONS: This form is to b« complttad by dtsignatad planners within tfnf time frame established by the approved comprehensive 
l^pning proceu. Ref«r to the 1979-80 Guidebook for explanatioii\ and {Jirections regarding aach planning step. * 

RIannjng Process Reference: Step 11 



~ Off!c«/Dep«nmint" 



7' 



Consolidwing Objective : 



~Area 



PRIORITY 
No_^ofjL^ 



Topic 



Category 



Ust the name of each unit which has needs addressed by this consolidating objective and the priority assigned to each need.^ Attach 
'Wrrespondlfig MCPS Forms 34S<53 which were completed by the units fctf those needs. 



Unit Name 



Priority Assigned 




P Check here if additional units with'rieOT priorities are listWpn the reverse side. 



Planner (Signature) 



Title 



<3 ^ 



Date/ 



FOR SUPERVISOR'SrUSE 



Comments: 




ACTION PLAN 



Offic« for Program^ Otvtlopm«nt 

MONTGOMERY COUNTVyPUBLlC SCHOOLS 
RockvUlt, Maryland 

'^^''^CTIONS: TMs form is to ba compltttd by dtsignatad planntrs within tht time frama established by th9 approvtd comprShansiva 
l^piing procasa. Refer to the 1979*80 Guidebook for explanation and^iirections regarding each planning step. 



EXPtRATtON; DRAFT (4/23/79)/ 



Banning Process Refererm: Steps 12-19 

■ ^ 



SchooiyOffice/bepartnrient/Division/UiJi|l ' 



Plan Nam« 



Area 



Priority No. 



Ran Overview 



Projected Start Date 



f Mo./Vr. 



is ifi-ser vice training required? Yes Q'no If yes, is the in-service plan attached? D No 



^xpe^ted Resulu (Attach MCPS f^rni 345-53. List objective numbers and restate those objectives that have been'revised). 



Innpeet on staff and community (Indude how tffi^mmitment of st^ffand community-*^ determined.) ^ 



' ^j-. 



Commitment (Qrcle one - High « 1, Low = 5): Staff 1 



4 S ; Corrthrttihf^ 1 2 . 



Enter the job titje fof eacl^.l^|^ responsibility by objective. 
Responsibility 




Objectives ^ 



Priniary . . . . 

■ ■•■ 

implenfwntation 
Other^ (Specify) £ 























^ - 







MCPS Form 345-55A, April 1979 



ERIC 



^85 



— 1 — : : — - — . : Pwf? 

PoM)biliti«t of nonlocal funding (Explain potential sour«fs, probability of i ucoait In acquiring axtamal funding, ata) 



Posslbilitiai of raallocation of axisting funds (Explain) j 

^ 



7 

^ ^ 



Estimata costs for approprlata fiscal ytears by budget categofV for each o^am^l if it is not possible to separata costs by obiactiva, 
show costs by oyactivas combined as appropriate. Fiscal Year 



OMactJva Number. 



X 



Personnel . * . . — - ^ ' • / 



Equipment .... '"[-'-^ 

Suppiies ^ - ^ / -_ 

Other .^.^^^^^ J ■ - 

Total. 



Objective Number ' 



personnel . 
Equipment ... 



.... : - 



Supp|p|^/ ■ ^ 

Other. . \ . . . - . ' -'^ •- ' 



Total . 



Objective Number. 



Personnel . . 
Equtpiij|ht . 



;j^her. . ... J ' 

Tptal.'\ . . . . ---- ' -•- 



Objective Number. 



f Personnel . 
• Equipment . 



guppiies • ^ " ^ 

Cfther. '< . . . . - V, - • • 




Total . 



Mwduiinfl MilaitonM for Obiactiv* PV , • Lht major •wtnti of ictlwItiM nwtiMiY to tehlm tht 

«bitctlvM; indlettjii PV*b|«etfld tvant complttion datN? and ll«t Job titlat ofiptnons mpontlbla. Using copit* of this pagt, oompl«t«#' 
and o>w.pag» ||fe»aah obtartlva. 



J A s 



Monxba* 

O D I J F M 



A M J 



f. 



I 



8. 



Show 




Its as "ff* and end date asi'- A". **Show mponsibility by job title and (1 )»Primary {2)-l mptementatton 

-^-^^r"^ ' - V code as fpJiows: ' M3^»Qthflr {Specify^ 



Planner (Signanite) 



Title 



Date 



Comments 



FOR SUPERVISOR'S USE 




Otfiea for Program DtvatopmMii 
MONTQOMERY COUNTY PUBLIC SCHOOLS 
Rockvlllt. MaryUnd 



BXPI RATION: DWAPT (4m/7Q) I 



ACTION PLAN 



ACTIVITIES FOR REDUCTION 



IfilSTRUtTIONS.^ Thii form it to b« compltttd by ditisnattd plannari within tbm timt frwnt titaUiilMd by tht approvad comprahaniiva 
^^ing proctu. Rafkr to tl}« 1979-80 Outdtbook forjxplanation andjliractioni ragarding aach planning stap. Attach Form 348^ 
for th« raiatai naad. ~ i I 

Planning Procau Rafaranca: Stapa 12-19 I • 



School/Offica/Dapartmtnt/OivlslonAJnit 



Activity or Program Nama: 



Araa 



Typtof Fortding: Q MCPS □ MSDE ' Qpadaral Q Othar (Explain): 



Why is this activity saractacT for raductlbri or aiimination? (ChAk all tha^ply.) 
□ih. program has mat its ob|activti and fs raady ;foF ttrmination. 
rjgrht Of tginal naad no longit^xiits. ' ^ ' 

riOthar programi hava assumad thasa raiponsibili^iai. 
QThaillatlva priority or importanca of this activity has shiftad. 
QOthar, (Spacify) 

Explain or commant as approt>Hiata. 



mi: 




Overview of tht pltn fdr rtductiofi or tilmination. (How will it bt •c^ompilihtdTI 



Exptcttd rttulti. (Atttch Form 346-Sa List tht ob]«ctivt numbers and rtsuta any that H^igbtn ravised. Explain tha axp«ct«d impact 

of tha raductlon or allmlnation on stvidants/dlants.) ^/jm ^ 

.... 



Mr 



ExpccMd impact on staff and community of tha reduction or aiimination. (indicate the levei of commitment to fhe program or 
wttvity and describe how this was determined) ^ ^ . 



Staff: 



Community: 



Commitrnent (arci^l|M.'Jmii^; tot^r'9^ Staff: -1^ 2 ' 3 k 5 ; Community: 




1 2-3 4.5 



Planner (Slgnatur^ 1 



Comments: 



Title 



Date 



FOR SUPERViSOR'S USE 




.Signatuf 



Title 



r^^fj^^jjf^inaw^ • , Office for Ptogram Development 
T^BKKlKg^^ MONTGOMERY GOUMTVPUBMC SpHOOLS 
jiii w ^CESB ' Rockville. Maryland ^ 


"OROER FORM'', 

> * ' » ■' 


W INSTRUCTIONS^ The items listed below may be ordered for use by planners in the Comprehensive Planning Process pilot by sending a 
completed form to the Coordinator of Systemwide Planning (Room 250, Educational $eh^^ If other 


assistance or resources are needed or these materials are needed in . a hurrV. please call (279—3584). 


School/Office/Depertment/Dlvision/Unit . 


Area 



Orientation Aids 



Videotape - 45-minute overview (April iSth Presentation - rear gf the Cafeteria) 

Or. Stern. Dr. Steller. ^nd Mrs. Morgan * 

Cassette Tape Number 1 — l&mlnute radio interview 
Dr. St6rn and Dr. Muir 

Cassette Tape Number 2 — 45-minute Introduction (April 27. In-Service for Key Personnel) 

Dr. Shaffner and Dr. Stern 
One Page Summary ^ major purpose, anticipated results, ^nd products, challenge, and stages/steps. 
"A (Conceptual Overview" » 
Summary/Analysis by Consultant * . 

Dr. George Redfern 



In* Service 'Aids 



/ 



The Bottom Line (minimum requirements for pilot) 
(flip side — calendar of key events) 

"Getting to Know the Process" ("test") 

i^swer Key for "Getting to Know the Process" 

"Just What Is A Need. Anyway?" 

(brief paper answering this question) 

Overheads 



Sample Forms (forms completed with fictional 
data)* 

Set of Bibliographies on Planning 
List of Planning Associations/Organizations 
Inventory of Periodicals Dealing with Planning 
Catalogue of Workshops/Courses on Planning 
External ^Consultants on Educational Planning 



Working Papers 



"1979-80 Guidebook" (A step-by-step guide for planners to use throughout the process. This is the key document for 

the individual planner.) ' 
"School Information Summary" (Blank samples of tlje School Information Summaries provided to planners. To\3ics and 
categories are given for classifying needs and^data.) ^ 
» Elementary School 
^ Junior High/Middle School 
^ Senior High School ^ 
"Supplement to School Infornjation Summary" (Suggestions of some additional data elements a planner might wish to 

use.) ' ' I 

"MCPS Needs Assessment Process" (This paper goes into detail about how to conduct a needs assessment.) 
"Leadership Guide" (A brief paper to help persons supervising planners.) 

Board of Education Priority Setting (Proposed method for integrating the Board's priorities with the planning process.) 



Forms 



Nanrw 
Worksheet 

Stages and Steps . 
Planning Team Record 
Noteworthy Program Description ^ 
Needs to Assess « 
Indication of Need (critical form) 
Consolidating Objective 
Actiort Plan "(critical form) 
Scheduling Mtlestpnes (Page four of 345-55A) 
Action Plan Activities for Reduction 
Status Report 



MCPS Form Number 



345-50 
345-51 
345-52 
34553 
345-54 
*345-55A 

345-55B 
345-56 



Required (R) 
Optional (O) 

0 
0 
0 
0 

R (check with supervisor) 
' R 

R (area off ice only) 
R 

(as needed) , ^ 
(as needed) 
R 




Planner (Signature) 

ERiC 




IVE 



Scho6l/Office/Department/DivisiQn/Un^ 



Area 



STAGES AND STEPS^^ci 



. * 



Date IViitiated/5ate Completed 
' ■ * 



Stage I - EXAMINE APPROVER PURPOSES/PRESENT PROGRAM 

1. 
2. 



Exafriine ApprcJved Purposes 
Examine Present Program 



1. 
2. 



Stage N - IDENTIFY NOTEl^ORTHY PROGRAMS/ACTIVITIES TO 
E|.IMlNATE/|y)E£DS TP ASSESS 

3. Identify N6teworthv Programs - 

4. Identify Activities Eligible for Reduction or Eliminatit)n 
'5. Identify Initial Set oT Needs to Assess k 

6. Confirm Programs, Activities;and Needs with Supervisbr 



3. 
4. 
5. 
6. 



Stage III - ASSESS/PR It) R I TIZE NEEDS AND ESTABLISH 
OBjpcnVES 

7. Conduct the Needs Assessment 

8. Prioritize/Needs and Select Needs tO't'ursue 

9. Establisf;f Tentative Objectives with Standards 

10. Review/the Priorities, .Needs, and Objectives , with Supervisor 
'11. Recoricile and Approve the System Prio)'it"ies, Needs, and 

Objectives at All Levels ^ 



7. 
8. 
9. 
10. 

11. 





Stage IV - DEVELOP ACTION PLANS/BUDGET REQUESTS 

12. Develop Several Possible Plans for/Each Current Need . 

13. Select Preferred Plans - ' 

14. /integrate Previous Year's Needs with Current Needs > 

15. / Examine and Revise Previous Plans Based Upon Approved . 
/ Resources ; , 

16. Separate Plans Into Years of Impjementation and Budget 

17. Review the Preferred Plans, Integration, Revision, and • * 
Separation with Supervisor ■ 

/' 18. Reconcile and Approve Plans and FY 81 Budget Requests at 
All Levels * * 



12. 


/ 


13. . 


1 


14. 


. 1 


15. 


] / 


16. 


/• 


17.' 


/ • 


18 


/ 



Stage V - IMPLEMENT PLANS 

19. Implement Plans 



19. 



Stage VI - EVALUATE/RECYCLE ^ 

20. Reevaluate Plans and Evaluate Results 

21. Recycle /' 



20. 
21. 



•Steps'^, 4, 12, 14-16 are optional for 1979-80. 



I Or} ' 



EXPIF^ATiON; !S/Wirch1980/ 




IVE 



Office for Program Development 
MONTGOMERY COUNTY PUBLIC SCHOOLS 
Rockvllle, Maryland 



PLANNING TEAM RECOt^D 



INSTRUCTIONS: This form is to be completed by designated planners within the time frame established by the approved comprehensive 
p!anning.pr.ocesi/_Befer.Jo..theJ979:80.G£y/c^eZ?oo^J^ i 



Planning Process Reference: Prior to Step 1 



School/Office/Department/Division/Unit 



Area 



Member 



Local Planning Team 



Affiliation 



Planning Step Involvement 



Member Initials 



Planner (Signature) , • 

<, ' ■ . ■ ' 


Title 4 


Date • • 






' ^ FOR SUPERVISOR'S USE-^ 










fcommertts: 
























f 






















< 
















■» . * • 




0 
















Signature 






Title 






^ Date 



MGPS Form 345-50. April 1979 

[ 



EXPIRATION: March 1980 




1MBI\/E Office for Program Development 

'^■^ MONTGOMERY COUNTY PUBLIC SCHOOLS- 
RockviHe. Maryland ^ 



NOTEWORTHY PROGRAM DESCRIPTION 



.INSTRUCTIONS; Thrs form is to be complettyi by designated planners within the time frame established by the approved comprehensive 
planning process. Refer to the 19/9 80 Gifidebopk for explanation and directions reyardintj each planning step. 

;p|^nning-Pro^e5s Referefice: — Step-3 ^ — • * — — j 



School /Off ice/ Depart merit /Division/Unit 



Area 



1 . Prpyram Name 

2. Topic and Category 

3. Program Focus 

4. Date Program Began 

5. Grade Level (s) 

6. Contact Person 

7 Telephone Nufrtljer 



8. Major Program Objectives . 

(Student Client Performance Objectives) 



(Month, Year) 



AT 



V 



^ 9 Characteristics of student*; clier^)ts 
served by the program 



\ 



MfcPS Form 345-51. April 197^ 



ERIC 



ion ' 





10. Procedurei/instruments Uied 
to idamify students/clibnts . 

■ /. ■ '■ . 


h 'l » ' ' 

■ ' - • • 

. . .... * . .. .. Is, - 


« 


,/ 

/ 
/ 


V 

) 


1 


1 1. Description of program activities 
for studeniT/chents 

12- Time (in hours) student/client 
participates i/i program weekly 

13, Program length (term during 
the schoohyear ) , . 


• 

■ CL ■- 
; N ■ . 


' .* 

14, Staffing . , 

15. Student-teacher ratio (if applicable) 






16. Special features/comments . 


, , ^* 

* * 




Planner (Signature) . . Title ' . ' ' Date 

: ^ ^ — — ' ^— ^ A 




FOR SUPERVISOR'S USE 
Comments: (Include indication 'of quality); . 


'Signature - — - Title Date 



ERIC 



|t^!(v';1;.'?,, 




EX PI RATI ON .March 1980 



IVE 



4 



OfHce for Program Developlment 
MONTGOME RY COUNTY PUBLIC SCHOOLS 
rtbckville, Maryland 



NEEDS TO ASSESS 



INSTRUCT I Olslg: This form is to tornpleti'd (jy dusig^idtod f)Ijnners within the time friime estnl)lish(?d hy X\1v. iipproved c()iri(>foht'n$ivo 
planriing procoss. ^fef to^he' lOJ.O 80 Gui/iet)Ook for expUnjtion imd directions regarding o|ph planning step. 



. ?l.3nnlQGi P/ j^e f e r trj;ice : Steps 4'6r 



School/Office/Department/DiviWofi/Dnit' /v.^ 



-I- 



Area 



List each identified need for which you are considering program or administrative changes. This includes nqeds.with either positive or 
negative differences between "wbat is" and**"what should be," i.e., performance expectations which may result in additions to the program 
or eliminations of current -activities. For each needs statement, list source(s) of information showing an indication of need and an 
approved purpose. On Side 2 describe! the method by which you plan to assess the needs. Use additional sheets as necessary to describe 
all needs. , *. [ ] 



Preirmmary 
A Needs 

Statement 

Indication of need: 

Approved purposes: 

Need considered for: (check one) 



□ 



Increased emphasis 



□ 



Reduced emphasi^ 



Preliminary 
B Needs 

Statement 

Indication of need: 

Approved purposes:' 

Need considered for: 



I 



/ 



(check one) 



I \ Incre 



ased emphasis 



□ 



.J 



Reduced emphasis 




Preliminary 
C ¥ Needs 

Statement 

Indication of need: 

Approved purposes: 

Need considered for: 



(check one) 



□ 



Increased emphasis 



I I Redu 



ced. emphasis 



.Prelimmary 
D Needs-/ 
Statement 

Indication of need: 

Approve^ purposes: 

Need considered for: 



(check one) 



□ in 



creased emphasis 



□ 



Reduced emphasis 



Preliminary 
El Needs 

Statement 

\ 

Indication of need: 
Approved purposes: 



considered for: ' (check one) 



ERJO Form 345-52, April 197% ^ 



Increased emphasis Reduced emphasis 



Preliminary 
F Notds 
Ststonient 

Indication of need: 

Approved purposes: 

Needled hsrde reef for : 



(cHeck one)" 



Increased emphasis 



Reduced emphasrs 



^ Preliminary 
G r^eeds 

Statement 



Indication of need: 
Approved purposes: 

s 

Need considered for: 



(check one) 



Incredbed emphasis 



□ 



Reduced emphasis 



Preliminary 
H Needs 

Statement 

Indication of need: 

Approved purposes: 

r 

N sed considered for: 



(check one) 



Increased emphasis 



Reduced emphasis^ 



Pf-oposed method of assessing needs 



Planner (Signature) 


Title 


Date 




i 





FOR SUPERVISOR'S USE 



Comments: 



Signature 



Title 



Date 



ERLC 




EXPIRATION: March 1980 



IVE 



# 



,Officf for Proflfim O«v«lopmont 
MONTGOMERY COUNTY PUBLIC SCHOOLS 
Rockvltif, Maryland 



form is to be cornpiotvd by tJi 



INDICATION OF NEED 



STRUCTIONS; Thii form is to be complotucJ by ^Jeslynatod plunnijrs within thirtlrno frame estublisficd by the apfirwved comprehensive 
anning proceii^Reftfr to the 1979 80 Guidebook for explanation and (Jiroctions regarding each planning step. 

• Planning Process Reference; Steps 6-10 



School/Of fice/De par tment/Divlslon /Unit 



Need considered for: fcheck one) 



□ in 



creased emphasis 



f~ Redu 



Area 



ced emphasis 



Statement of need 



PRIORITY 
No. of_ 



Topic 



Category * 



Objectives with standards 



Approved purpose(s) or rationale 



stimated savings (t</be cdfcnpleted only for needs addressing reductions or eliminations.) 

a. Number of person days: professional.^ '^^^^ ; supporting services ■ 

b. Other : ' 



ERIC 



, orm 345*53, April 1979 



t 



./99 



Summary of nttdi aiMitrnt nt data 



Planner (Signature) 



Title 



Date* 



Comments: 



FOR SUPERVISOR'S USE 



Signature 



ERIC 



Title 



Date 




IVB 



Offict for Program Davtlopmtnt 

MONTGOMERY COUNTY PUBLIC SCHOOLS 
nockvilla, M4iryliind 



EX PIRA TION: MirchJORO. 



CONSOLIDATING OBJECTIVE 



INSTRUCTIONS; Thi» fofrx>i*'to be (:oinpl«tt?(l by (!«%iu»i«i!iMl pliinnm within tht> \\U\e ifumnf int<il)liihiuj by \Uv approViMl loinpirhiMuivit 
pUnnino procesi. RUfor to the BO Guidebook it^t dxpliin.it ion mui (!tftunioh\ rityiirdino rtnd\ phinniruj st«p. 



/ Pldfinlng Pro(:t?%s RofiViMico: Slop 1 1 



Office/Departmttnt ♦ 



Consolidating Objuctivo: 



PRIORITY 
No. of__ 



Topic. 



Calegory 



List the rtame of each unit Which |^cis needs addressed by this consolidating objective and the priority assigned' to each need. Attach 
corresponding MCPS Forms 345-53Vhich were completed by the units for those needs. 

• ' Unit Name- ' Priority Assigned 



Q Check here \f additional units with need priorities are listed or\ the reverse side 



Planner (Signature) 


'Title ^ . * . . 


Date 








o 


*• 



Comments: 




FOR SUPERVISOR'S USE 



Srqn.iture 



Title 



D.ne 



MCPS Form 345-54. April 1979 

ERLC 




IVB 



, Olfie* (or Proar«m Dtvolopmtnl 
, MONTOOMERV COUNTY PUBLIC SCHOOLS 
MockviUl..Miiryl*nd 



EXPIR ATION; DRA FT (4 /23/7» 
ACTION PLAN 



STRUCTIONS: Thit form ti 'lo bo < orfiplt^lttd hy (itf\iqrnitiMl pKirwirfrt wvitf^tn tht? tiit^tt ffttrnr ««%tiihli\hfi(1 hy tlu? ^ipproyrd i tHitpM^hiMttivit 
pUnning procmi. Rcfitr to th« 19/0 HO Gunfrhook \oi rxpUndtion untJ {Jinurtiom r»f)<ir(iirM| nach pliir^ninq *trp, ' ^ 

p^a^^l^PHnTt^^-R^fTnTrmrlr: Slep^12*19 i — — 



Schnol/OffiCer/D>r|mrtrT)«nt/[) I vision /Unit 



PUn Nam« 



Art»« 



Pnof ity No 



Pliin Ovorview 




Pro|iM:t(?(l St.irt Date 






* 


s 


Mo ^Yi 


> 

Is in service fdininq re(juir^i^ 1 - \ Yes 1 1' No 


If ye^s. 1^ the in service plan attached^ 


^ Yes n No 


V 




Impact on staff and community (Include hovv^the commitment of staff and community was determined ) 



Commitment {Circle one Hiqh - 1, Low 5) Staff 1 . 2 



4 5 , Community 1 



3 4 5 



Enter the |ob titl^ for each type responsibility by objective. 
Responsibility ^ 



Objectives 



Implementation 
Other. {Specify) 



MCPS Form 345-55A, April 1979 

ERIC 



2x} '> 



Potiiblhfitt of nonloc«l fundtVig (ExpMin ixilvrMinl lourcin. pfokMlMliiy of locovii in Acquiring fundinu. oic.) 



Po«iibihti«« of renllocAtion of eMiitif>Q fundi (Explain)^ 



Eitimiito cost! iJf jpp^opFidttr f«%c.il ytntr^ t)y budget cati^^KVY i^acb (H))(?ciivt? It \\^\ not |K)\^tblt* to M^piUiUO coils by ()t)jt?cttv(7. 
ihow coM% by c>b|ectivc> combined 4i\ appropnato. FikmI Yn,ir 

Ob|<;ctive Numbor ^' 

Porionnel 

E(|uiprntfni . ^f^'^ , i 

*^uppliv* - ; 

Ofhfr • ^ 

f 



Objective Nurntx?r_ 
Pt?rsonnel 

s 

Ecjuipmrnt 
Supplies 
Other 
Tutjl 

Object I ve Numlx»r_ 
r 

Ptjf'.onnel 
Et^Jipmenf 
Siipplirs 
' Other 

Total . . 

Ob)ectt,ve Number^ 
Person nel 
Etiuipment 
Supplies 
Other 
TotJl 



I 



I/, 



Advantages 



Other Comments: 



ANALYSIS OF frfE PLAN 



Pages 



Disadvantages ^ . : 



it) 



ERIC 



Page 4. 



Schedulir^ Mil^tones for Objective No.(sL 



J=Y. 



List major events'br activities necessary^achieve the' 
objectives; indicate proj^ed ^vent completion dates? and list job titles of persons responsible. Using copies of this page, complete 
and attach one page for each objective^ * ^ 



Milestones/Events 




Mont 
O N D * 


J F M 


A M J 


Responsibilities** % 


1.-.. , 
























, . 0 ■ 






t 


t 




3.', " . v.. 










• r' ■ 








* \ ■ 






4. ' ■ ~. .. 








* ■ 


t 


5; • 

V ' - 








• 




6, ■ - 




\ 




. J 




• 

7. • -r: 








> 




8. - 

•■■ •' ■■ ' ■ ■ . 













* Show start date as "0" and end date as "A". ** Show responsibility by job title and (l)=Primary (2)=lmplementation 

r • code as follows:. . (3}=0th^r, (Specify) 



Planner (Signature) 



Tit la 



Date 



Comments 



FOR SUPERVISOR'S USE 



Signature 



Titf* 



Date 



ERIC 



iPage 4 



Scheduling Milestones for Objective No«(sL 



List major events"t)r activities necessary to achieve the / 
objectivesj indicate proiected event completion dates? and list job titles of persons responsible. Using copies of this pag^, complete^ 



i . / — — — - 

Milestones/Events 


J A S 


Mont 
0 N D 


Is* 
J F M 


A M J ^ 


k "ftesponsibilities*^ 


1, ■■ 

* 

. : — — »— 




J- 


'% 

■ C 






2. 






1). 




■ / 
/ 


3... ' ■^- • 


i 






. / 
/ 


/ 

'J- 

/ . . ■ • ■, 


4. ^ 

G:^ ■ • ' 


t 






/ 




5. ■ 


• 


1 


■ ■/ 

/ 




> 


6. 

•• 

— — ^ 




■ -v^ 




— 


K 


7. 




/ 

■ / 


f 






8. 


/ 

• ; ■ /■ 

/ A 

/ 

/ 


/ • . 

_1 ■ 






•L 



code as follows: 



(3)=0ther, (Specify). 



Planner (Signature) 



Title « 



Dafte 



FOR-SUPERVISOR'S USE 




.EXPIRATION:^ DRAFT (4/23/79) 



,—^1^1^^ Office for Program Development - 

lyifSlS MONTGOMERY COUNTY PUBLIC SCHOOLS 

^ . ' ■ Rockville. Maryland 



ACTION PlAN 
ACTIVITIES FOR REDUCTION 



TRUCTIONS: T^his form is to be completed by designated planners within the 4me frame established by^the approved comprehensii/e 
hning process. Refer to the 1979-80 Guidebook for explanation and directions regarding each^stanmng st^p. Attach Form 345-53 
for the related need • , - 

Planning Process Reference: Steps 12-19 



School/Office/Oepartment/Division/Unit 



s 



Area 



Activity or Program Name: 



Type of Funding: Q MCPS O MSDE I []] Federal Q Other (Explain): 



VVhy is this activity selected for reduction or elimination? (Check all that apply.) 
I iTh^ program has met its objectives and is ready for termination. 
I ^ [The original need no longer exists. . ^ • . 

I |Other programs have assumed these responsibilities. 
[]^The relative priority or Importance of this activity has shifted. 
QOther, (Specify) 

Explain or comment as approq^ate. 
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I ' -f^S. •. . . ' ^ ^ r 

OverView of thd^plan*tor reduct'mn or elimination. (How will it be accomplished?) * 








♦ 


ft 












■ . ■ t. 

»■ . ^ 






■ *■ . ■ ■ ' "^.^ • 


# ■ 




Expected results. (Attach Form 346-53. List the objective numbers and restate any that have been revised. Explain the expected impact 


, pf the reduction or elimination on students/clients.) 




• 


























Expected impact on staff and community of the reduction or elimination. (Indicate the level of commitment to the program or 


activify and^describe how this was determined.) 






Staff: ^ ' 






■ . . . * f ■- 






Community: 








V 

■ ■ w 










■ ] ■ . ■ 

Commitment (Circle one - High=1, L^\;v=5): Staff: 1 2 ^3 


•4 5 ; Conlmunity: 1"" 2 3 


4 5 . 


Planner (Signature)^ ^ 


Title . V 


Date 


V FOR SUPERVISOR'S USE 


A-- 

■ \ 


Comments: * 


' ' ' '..■'../ 








' Signature 


Titla ^ -/ 


Date 1 



ERIC 



) 




Office for Program Developrrffent < * 
MONTGOMERY COUNTY PUBLIC SCHOOLS 
Rockville, Maryland 



EXPIRATION: DRAFT (4/23/7^ 



' STATUS REfORT 



STRUCTIQNS: This form is to be completed by designated planners within the time frame;^sfablj/5hed by the approved comprehens^^ 

tion and directions regarding each planning step. Thts report is required. ' 



School/Off ice/Depar'tment/Divisioh /Unit 

. * ' ^ « /.■•«,....• 








Area 


Plan Na.me ' i^^i ' 






1 





anning process. Refer to the 1 979-80 Guidebook for explanation and direction 
quarterly. It may b^ issued more frequentJy if desired jDy the pj.anner or the njpervisor. 



Planning Process Reference: ' Step'2(^ 



I I No Problems. All activities within the plan are proceeding on schedule 

p 



Minor Problems . Delays have occurred in reaching milestone(s), but the Objective No, |Vlilestone(sL 

objective is expected to be accomplished in the pjAnned time frame. ^ ' Objective No. |yiilestone(sL 



I I Major Problems . .Serious or protracted delays have occurred that threaten Objective No, ^ Milestone(sL 

accomplishment of the objective within the scheduled time. Explain how Objective No. Milestone(s)_ 

muph defay is expected. . ^ " ^ 

- ■ . * 

Problems, actions, and comments: ^ 



Planner (Signature) 



Title s 



Date/:. - 

For: (Circle) Q1.Q2.^^ 

Other: 



FOR SUPERVISOR'S USE 



Comments: 



Signature 



Title 



Date 
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ERLC ^ 



2u9 




d^hool/Office/Department/Oivision/Unit 



Area 

/ r 



STAGES AND ST€PS* 



Date Initiated/Date Completed 



Sttge I • EXAMINE APPRPVED PURPOSES/PRESENT PROGR/^M 

1. Examine Approved Purposes 

2. Examine Present Program 



7 - / i >Z 



2. // 



Stage II IDENTIFY NOTEWORTHY PROGRAMS/ACTIVITIES TO 
' ELIMINATE/NEEDS TO ASSESS \ 

3. Identify Noteworthy Programs 

4. Identify Activities Eligible for Reduction or Elimination 

5. Identify Initial Set of Needs to Assess V .;• 

6. Confirm Programs, Actiyities,and Needs with Supervisor 



r 



3. >^ "/-^ 

5. iT-i j" 16 ' .4^r 

6. 6^-.?/ ./ 6 - y 



Stage til ASSESS/PRIORITIZE NEEDS AND EST ABUSH 



7. 

8. 

9. 
10. 
11. 



OBilECTIVES 



/ 



Condilct the Needs ^essment 
Prioritize Needs ahd^lect Needs to Pursue 
Establish'Tentative Objectivea?»with Standards 
Review the IPriorities, Needs,, and Objectives with Supervi$or 
Reconcile and Approve the^SyStem Priorities, Needs, and 
Objectives art All Levels . ' ' . , ■ - 



7. / /.'/f 

8. ^"/y I ^ -^^ 

10. 7''^ I 

IT. — / 



Stage IV DEVELOP ACTION PLANSMUDGET REQUESTS 

12. 



13. 
14. 
15. 

16. 
18. 



Develop Several Possible Plans for Each Current^^eed 
Select Preferred Plans^ 

Integrate Previous Year's Needs with Current Needs ' 
Examine and Revise Previous Plans Based Upon Approved 
Resources , < 

Separate Plans Into Years of Implementation and Budget 
Review the Preferred Plans, Integration, Revision, and 
Separation with Supervisor' \ 
Reconcile and Apprt)ve Plans and FY 81 Emc 
All Levels 



jdget Requests at 



12. 
13. 
14. 

15. 
16. 

17. 

18. 



7t/4 / fr^¥' 

I r 



Stage V IMPLEMENT PLANS 

19. Implement Plans 



19. 



1980 / 



Stage VI EVALUATE/RECYCLE " 

- 20. Reevaluate Plans and Evaluate Results 
21. Recycle 



20. 
21. 



'Steps 3, 4, 12,' 14-1 6 are optional for 1979-80. 



ERIC 




EXPIRATION: March 1980 



Office for Program Development 
MONTGOMERY COUNTY PUBLIC SCHOOLS 
. Rbckville, Maryland ^ 



PLANNING TEAM RECORD 



INSTRUCTION^: TjKfV form is lo be completed by designated planners within the time frame established by the approved vomprchen si 
planning process. Refer to th^j 1979 80 Guidebook for explanation and directions regarding each planning step. 



SIV€ 



Pl^nrii/ig Process Ref^irence: Prior to Step 1 



School/Of fice/Department/Division/Unit 



A SCHOOL 



Area 
18 . 



Member 



Local Planning Team 



Affiliation 



Plannitiq Sttrp lnvolvcuurnt 



Mr. Joe Smith 


Student ^ " 


1-5. 7-8 . 




Miss Mary Allen 


/ Student ' 


1-5." 7-8 




Mrs. Gade 


'. {■ 

Parent 


1-5. 7-8 




Mr. Hurm 


Librarian 


1-5. 7-9 












Mrs. Applefe^.^ 


Teacher 


1:5 




Mr. Goodloe 


Teacher 


1-5. 7-9 




Miss Michels 


• 

Teacher 


1-5. 7-9 • . 




WErs. Wells 


. Counselor 


1-5. 7-9 


■■■■:.>■ 


Mr. Anderson 


Secretary 


'1-^5. 7-8 




Dr.'Cann 


Ass't. Princioal 


1-10 






■ ( 





54 \ 



Pl»inner (Signature) 



lature) // ' . . 



Title 



Comments: 




FOR SUPERVISOR'S USE 



Date 



<5 J> ro»m 345 50, April 1979 

ERIC 



Area "Director Educational 
Services 



r.tle 



2?I 



, Dat<» 



EXPIRATION: March 1980 




i 



IVE Office for Program Development 

MONTGOM&RY COUNTY PUBLIC SCHOOLS 
Rockville, Maryland ^ 



NOTEWORTHY PROGRAM DESCRIPTION 



iNJSTRUCtlONS: This form ,s to be cumpleied by. designated planners withm/the time frame established by thr .ppnmMl t ..n.p,..hr'nsiv 
planmn^ process. Refer to the .1979 80 Cmdrhoqk for explanation and directid^eyardiny e jch pliinnmy stop 



Planniny Process Rcfererice: Step 3 



Schuol/Office/Drj>urtm^'nt?Di vision/Unit 



1 . Program Narru? . ' . 
' 2. Topic^and Cdieyory . 
3. Prograrri Focus ^ ' 

Date Program Began 

H 

5 G^e LeveKs) 

6. Contact Pefsoti ^ 

7^Telvphone Number 

i. Md|Of Prpgijm Ob|octiv(»s 

(^utlen I. Client Per tor rnance Objectives) 



Ghaf dcirrisiics. <>t srnflfMUs clienls 



^ A SCHOOL 



O-i.l'S I curii.346 i>K April PJ79 



Area^ 
18 



Math Opportunities For All 



Program - Math 



Improve Math Skills and Appreciation 



Sept. 1975 
7-8-9 



(Month, Yeai ) 



Modine Gurii^h 



P/2velop, supply, organize and staff a mai:h lab 
for use by students for * \ 

individualized skills instruction 
extended enrichment activities • 
. ^ awareness of career opportunities 
g^es and other activities involving 
math skills 




All Students 



EKLC 



f 0 



10. Procedures/instruments used 
, identify students/clients . 



All. students have access. 
Self-selection, teacher referrals. 
Parental request 



1 1. Description of program activities 
fjor students/clients . . . . . 



J 



12, Time (m hours) sludent/chent 
participates in program weekly 

13. Program length (term durmg 
• the school year } . 



Self-instructed activities 

tutorals ' 

group activities/demonstrations 



Varies - minimum of one period a week 



entire school yet^r ' 

Aide assigned to l^b fi 11-time/ teachers assigned 

IRA period to lab / ' 

Parent volunteers - assigned to lab 3 days a week. 



1'4. Staffing 



15. Student teacher ratio <if applicable 



Varies 



16, Special^featuVes/commenis 



Texts, materials and other resources in lab 
are clearly referenced to Math Curriculum 



\ 



Pliirmer (Siqn Jttirp) 



L 



Title 



Date 



FOR SUPERVISOR'S USE 

Coininenis: {Include indication of quality ) : /f ^ ' • x7 y J ^ 



1^ 




EXPIRATlOrs^Mairch 1980 




Office for Program Development 
MONTGOMERY COUNTY PUBLIC SCHOOLS. 
Rockville. Maryland 



NEEDS TO ASSESS 



INSI RUCTIONS: This (orm is in lur < »)mp|rir(l liy (Jesiijh«ilLf(l pljnfiiTS within thir liiiif li jiiir «*st.il)hslnMl hy tlir .ij )| h ov*'*! » oiiipichrnMVC 
pl.innifuj pr<j( rss. Rt'fiM to Ihr 11) /O HO Gtiifirhook for (?xpldn.jti()n and. dirffctuxn leyji dnu) im( h f)l.innin() slrp^ 



PljMiiing Pi»M rs'. nrfrn iiue: SlPf)5 4 6 



School/Otfirc /Drpartment/Divisiod/Unit A SCHOOL 



Ah M 
18 



List Cdch identified need for which you aic considering program or administrative changi»s. This includes neods with (.'ithei po«;ilive oi 
negative differences between "what is" and "what should be." i.e., performance expectations which may result in additions to the pro()i,im 
dr etimth^tions of current activities. For each needs statement, list source(s) of information showing an indication of need arid nn 
app^ved purpose. On Side 2 describe the method by which you plan to assess the needs. Use additional sheets as necessary to <lescMhi.' 
all needs. 



Kreiimmary 

A sNeeds Ninth grade students scored below grade level. in the' vocabulary subtest on the 

Statement ITBS , but scored at, grade level on the same subtest in grade 7 > 

Indication of need: ITBS, Subtest - Vocabulary 1975-76, 1977-78 

Approved piirpo$e& Program of Studies/Maryland Accountability Program/Goals of Education 

Incri'aseiJ oniphasis Redijcid emph.jsis 



Need considered for; {cfieck one) 



Preliminary 

B N«ed$ Responses to are^ and central office requests for data, information, reports. 

Statement etc., mean that overtime costs increase or other things don't ^et done. 



Ind 



ication of need: overtime records, staff concerns 



Aporoved purposes There is no Board policy related to this, however, efficient management of 
^ K budget and staff time suggests that this is an unsatisfactory situation. 

Need considered for : {check one) |x | Increased emphasis Reduced emphasis 



Preliminary ._ j , , ' Jm . 

/% ^, . Numerous grade level ttflm meetings are not -seen as effective and efficient 

C Needs ^, ° - , , . ^ 

as they should be 

Statement • \ . 

. . , ^ Staff evaluation 

Indication of need: > ' . 

^ . School Policy/Procedure Book I 

Approved purposes: V 

Need considered for: (check one) Increased emphasis Reduced emphasis 



D Preliminary Emphasis on Math over the past 3 years in Terins of staffing, materials and 
Neec^s * 

use of volunteers has proved effective; test scores are up: students are 
Statement j ^ j i_ ^ ^r. . , . , ... 

excited about math; now is the time to address other priorities. 

, J . , test scores, other concerns cited by parents/staff 

Indication of need: ' y r . ' ««- , 

^ . Program of Studies/Goals of Education '] 

Approved purposes: ° A 



Need considered for: ^ (check one) 



I I Increased emphasis I ^ J Reduced emphasis 



Preliminary Parent invo Ivement in PTSA has gone from a high of 60'/o'in 1976 to 25/i 
E Needs this year. 

Statement . ^ 

Indication of need: PTSA membership records 

Approved purposes: BOE policy - Regulation 270-10, 



Q J considered for: (check one) 



Increased emphasis 



ERIC S Form 345-52, April 1979 <J " ^ -h^ 



Reduced emphasis 



F • nTcciT*"^'^ ^^ly ^07« of the parents contacted came in for indivlduai conferences Inst yc<u 
Staterncm ' compared to an average of- approximately 9L07.--(what should be) tor I h(» 
. - • previous year. \ 



tntiicanon of need: 



Secretary's record \ 
Approved purposes: BOE policy 355-4', Goals of Education - 



Need considered for 



(check one) 



Increased emphdsi^ 



ReiluctMl emphasis 



G The amdlint of food wasted in the cafeteria seems to be higher than normal 
^ sr™,„ .M, „d should .educed. \ - . . 

, . . Lunchroom monitors \ 

Indication of need: \ 

■ ■ . . . \ 

Approved purposes BOE policy 240-2^ . \ 

Need considered for {chei k ont?) Increased emphasis 



□ 

Reduci'd emphasis 



^ Prphminary ' . . • » ^ \ , * i , . ^ 

H Needs Homework assignments are not being complected properly ^nd on time by far 

o.' r- too many students. 

St ate me r>/ ^ 



J ^ ^ 

Indication of need: Discussions at faculty meetings ; 



Approved purposes BOE policy 301-3 



Need considered for: 



(check oneF 



Increased emphasis . 



Reduced emphasis 



Proposed method of assessiny needs 



Our planning team has divided into subconimi.ttees to investigate each need. . 
After data is collected, we will compare riotes and summarize this data. . f 
Both the faculty and PTA executive committee will be asked to rank each need 
and add' comments. ' The planning team will then look at the ranking and develop 
a prioritized list and Select those needs We wish to pursue. Two teachers 
and my3elf will then write the objectives. 



Pt.inner (Signatdre) 



SignaU^re) 



Title ^ ) 



ninent?: 



'I 



FOR SUPERVISOR'S USE 



Ddtf? 



W7f 



t -t a 




^ Date 



Area Director Educational Services 



Title 



EXPIRATION: March 1980 




# 



Office for Program Development 
MONTGOMERY COUNTY PUBLIC SCHOOLS 
Rockville, Maryland 



INDICATION'OF NEED 



STRlJCriONS rill'. f»irm is in ho j/nnplrled l^y drsiijiMtwl plafuwrs within tlie time li.niu' ifstahlislu'd l»v tfu* jprnjved jjoinpiehuls 
anninij jkcm Rt.'fer lo the lf}/U 80 Cmidrhook fur ejtpl.ination and directions regardinq nach fil.innnuj Hep. 



sive 



Planning Pr I M r 'A Ri'fi?rrnce: Steps 6- 10 



Schuol/Offif c/n»parlnjcni/DiviMor»/Unit 



A SCHOOL 



- * 

Art-, I 



18 



Need considered for: {check one) 



^ Increased emphasis {~) Reduced emphasis 



Statement of need 



Nint^l grad# students scored five mortths below grade level on 
the vocabulary subtest of the ITBS, but scored at grade level on 
same subtest as seventh graders. 



PRIORITY 
No 



of 



Topic _ 
Sen. Com, 

Category 



Chai 



Objectives with standards 

(1) Identify, then acquire and/or develop supplemental materials for 

vocabulary development for grades 8 & 9. Sufficient materials should be available 
in the school's reading lab; so that neither students nor teachers will have to 
wai t more than a week to receive an item. ' 

(2) Each teacher will prepare a list of vocabulary words for h'is/her course(s). 
Eighty percent of the students should be able to demonstrate on teacher mado 
instruments that they know eighty percent of the words , 

(3) Generally provide sufficient instruction in vocabulary development so that 
ninth grade students score at^ or above grade level on this particular subtest of 
the ITBS. 



/ 



Approved purposeis) or rationale 

MCPS Goals of Education 
MCPS Program of Studies 
Maryland Accountability Program 



Estmi»it(?d savintis (to be completed only for needs addressing reductions or eliminations.) 
a, Nuniber of f)ersofl^days professional • 



supporting services. 



b Other : ^ 

o ; 

g[^(^orm345 b3, Apr'l 19/9 



Sumniary of neecK asuffsnient data 

(1) 



(2) 

(3) 
(4) 

X5) 



Iowa Tests of Basic Skills 
Vocabulary jSiibtest 



4 





1975-76 


1977-78 


Norm 


7th Graders 
! ' 9th Graders 


7.6 
8.9 


7.7 
8.7 


7.6 

^3 



The school's reading lab has only two books and 1 kit on vocabulary development 
for student's use. None of these materials h^e been 'checked out more than once 
a semester in the last thrNce years. ^ /# 

Outside of T^inguage Arts Teachers, only one teacher has any commercial materials 
for vocabulary deve lof)ment . ^ . • 

•Seventy-five percent of the teaching staff indicated through, ii survey that very 
little time was now' being spent on vocabulary development and more should be 
spent* 

Ninety percent of the teaching staff felt that compiling vocabulary lists for 
their courses would benefit their instructional capability and students. 



Ptannet (Sicjoature) ^ ^ • 



Comments: / 



Title ^ 

1/ 



Date . 



7^ 




FORSUPERVISOR'S USE 

^ -'K^/^ .-t , it-iX^l^^^LU^^ Are a Director Educational .gervices" J lU^ /'/^ 



O ■ 

ERIC 



Signature 



T.tle 



Date 




TXPmATrONTMarch~1980 



Office for Program Development 
MONTGOMERY COUNTY PUBLIC SCHOOL^ 
Rockville, Ma/yl jiji^^ 



INDICATION OF NIIFO 



STRUCTiON^S: Thh form is to bv cornplf led by <l<'Siyr).jted planru»rs within tlu? tiiiu? Iromo rst.il)lishi*<l l»y ihr .ipiihivimI CiMnpiohnr.n 
ilanniny pjrocv'ss. Refer tu the BO (tujdcbook for explanut^on «'mH directions reyui dincj e,u;h f)l«iiu)iny strp. 

PLinning Process Rcfererice: Steps 6-10 



School/Qffice/Departmeni/Divisibn/Unit 



A SCHOOL . 



Need considered for: (check one) KTl i u I I .i . ^ - 
. {Increased emphasis I I Reduced emphasis 



Ai ea 
18 



Statement of neecl Responses to ''outside" requests necessitating clerical 
support have meant overtime* costs or "inside'- requests 
. . ' " not being met. 



PRIORITY 
No. 2 of 5 



Topic 
Ad; Org. 



Objectives with standards 

r. -Eliminatie all clerical overtime , ' 

2. Maintain routine office functions satisfactorily, ijis judRcd joint ly by tho 
1 P^^incipal and liiis secretary , 

3. Meet at least 60 % of staff requests ^for typing assistance as indicated by 
, log of requests for clerical help. 

4. Respond to all area and central office requests for information, which are 
required, within the allotted timeframe. 



Approved purpose(s) or rationale 

Job Descriptions ' o • . - 

Efficient miinagement of budget and staff time suggests that this is presently an 

. . ' Urisa^tisfactory situation. 



Estimated saviricis (to be completed only for needs addressing reductions or oliminafions.) 

a. Number of person days: professional ; supporting services^ 

b Othgr: . ■ ' ''[H^^ 



£ [^(^ orm 345-53, April 1979 ^ ^ ^ I 8' 



SummarV of needs assessment data 

1. $865. in overtime expenses to date this year. >. 

'2. Eighty percent of the total building staff felt this wa^ a problem when surveyed, 

3. All of the clerical and administrative staff felt this was a very serious 

problem in the same survey. 

4. Secretary's file of 37 reports for perjsons outside the building that have not 

been completed on schedule to date this year. 
• *5. Frustration of clerical and secretarial staff indicated by turnover of 3 clerks 
in the last year. . 
6. A file of written complaints and notes of verbal complaints about requests not 
being typed ijci a timely fashion. 



Planner (Sig^iature) 



7 



21^ 



■A 



Title . '1 ' 



Date 



yyj r ; FOR SUPERVISOR'S USE 

Comments: ^/VV^ - A / > - ^ ^ c^-^^ii /^c i ^<'<^^' ^ ^ ^ '»c \/^Jt ' ^< t ^ ^ 



ERIC 



^ \:A.^^nr}J4jt>/iy^ Area Director Educational Services 

Sianature . ' ^ ^ Ti t Ip j* Ha tp ^* 



Signature 



Title. 



Date 



79 



EXPIRATION: March 1980 




ri iniim\/F office for Program Development / 

miB^^^ MOMTGOMERY COUNTY PUBLIC SCHOOLS 



Rockville, Maryland 



CONSOLIDATING OBJECTIVE 



INSTRUCTIONS: This form is to be completed by designated plcnners within the'tifije frarhe established by the approved comprrhonsiv 
planning process. Refer to the 1979-80 Guidebook for explanation and directions regarding each planning step. 

Planning Process Reference; Step 11 



Office/Department 



A OFFICE 



Area 
18 



Consolidating Objective: Attention will be given to reading and language arts 

programs/ins tructl^(^ so that students .at selected*, 
schools will collectively score at or above grade level 
(by 1981) on those portions of the standardized tests. 



PRIORITY 
. No. 2 of 8 



Topic 
Pr( 



ogram. 



Category , 
Reading/LA 



List the name of each unit which has needs addressed by this consolidating objective and the priority assigned to each need. Attach 
corresponding MCPS Forms 345-53 which were completed by the units for those needs. * 





Unit Name 

A School 






Prioritv Assigned 
1 




The School 






3 , ^ 




• A School II 






2 




B School . 






- 3 




C Junior High 






2 




Another School 






3 




Still Another School 






4 


•I 
















4 



C heck here if ad ditional uigits with rieed priorities are listed on the reverse side. 



Pt.inner^^gniUure) 

. . -4- 

f imniiH.'ntS' ■'^ 





Title / .0, 


Date 




Area pi r, forrEd. Services 


9-13-79 



FOR SUPERVISOR'S USE 



Jit A 

Deputy Superintendent 



9-20-79 



S>«jr)jiure 



~S F orm 345-54. April 1979 

ERIC 



Title 



D.ne 




HAnKA mui\j: rviarcn ivou- 



Officr-forProgranrDevelopment"; 

MONTGOMERY COUNTY PUBLIC SCHOOLS 
Rockviffe, Maryland 



IT" 



INDICATION OF NEED 



SSTRUCTIONS: This form is to be completed by designated planners within the time frame established by tfie approved comprehensive 
nning pr ocoss, Refer to the 1979-80 Guidcbook'iox explanation and directions regarding each planning step 

Plarming Process Reference: Steps 6-10 



S(,h*iol/Offi<:e/Dupijrtri lent/Division /Unit 



A School 



Need considered for: (cheak ohe) 



creased empha 



l~l Reduced emphasis 



Area 
18 



Statement of need Ninth grade students scored /ive months below grade level on' * 
the vocabulary subtest of Jfhe ITBS, but scored at grade level 
on the same subtest as seventh graders; 



PRIORITY 
No. 1 of 3 



ScftP"^ Com: Char 



Category 



Objectives with standards * jwi 

(1) ^ Identify, then acquire and/or develop suppiimental materials for 
vocabulary development for grades i5 & 9; Sufficient materials should be available 
in the school's reading lab; so that neither students nor teachers will have to 
wait; more than £ week to receive an item. 

(2) Each teacher will prepare a list of vocabulary words for his/her cobrses(s). 
Eighty percent of .the ^students should be able to demonstrate on teacher made 
instrucmdnts that they know eighty percent of the words . %^ 

(3) Generally provide sufficients instruction in -vocabulary development so that 
V ninth grade students score at*" or above grade JLevel on this particular subtest of 

the ITBS. V. - » 




Approved purposc(s) or rationale \ 
MCPS Gokls of Education 
MCPS Program of Studies 
Maryland Accountability Program 



Stimated savings (to be completed only for needs addressing reductions or eliminations.) 

a. Number of person days: professional ; supporting services 

b. Other: a ' 



- ^rm 345-53. April 1979 

ERIC 



~Sommiry~of nBedrawismenrdatr- 



(1) 



(2) 

(3) 
(4) 



Iowa Tests of Basic Skills ^ 
Vocabulary Subtest 





1975-76 


1977-78 


Norm 


7 th ^Jfaders 
9th Graders 


7.6 
8.9 


. 7.7 

"■^ 8.7 

f 


. 9.3 ■.■^1 




The school* s reading lab ha^ only two bo^ks and 1 kit vocabulary development 

for student's use. None ^oijl these tyateria Is Jiave been Ipljfecked out more than once 
a semester in the last'Nfihrete years; * ' 

Outside of Language^ Arts Tisachers,^ only one teacher has any commercial materials 
for vocabulary development. 



Seventy-five lp»ercent of bhe teaching staff indicated through a survey that very 
little time wrfs now being spent on vocabulary development and more should be 
spent. 

' . ■ 

Ninety percent of the* teaching staff felt that compiling vocabulary lists for 
their courses would benefit thei\" insturctional capability and students. 



Pfanher ISignatureJ 


Title 




Date s 






Principal 


6/29/79 , 



Comments 



<l / iJ // / f OR- SUPERVISOR'S USE , 



er|c ^ 



Signatofa 




Area Director for Ed. Services 7/16/19 



Title 



Date 




Officii for Program Development 
MONTGOMERY COUNTY PUBLIC SCHOOLS 
Rockville. Maryland 



EXPIRATION: DRAFT (4/23/79) 



ACTION PLAN 



K\~ 








Area 


School/Of fice/Departmentyj^i vision/Unit 


A School 






18 



ISTRUCTlONS: This form is to'ije ^rompleled by designated planners within the lime frame established by the approved comprehensive 
pi ai1ning4>r excess. Refer to the 1979 80 Guidebook for explanation and dicectlons regarding each planr\ing's,tep, x 

Planning Prpcess Reference:, Steps 12-19 



Plan Name 



Improvement of 9th grade ITBS scores on vocabulary sub te&t 



Prioi ity No 

1 



Plan Overview 



79 



] ' Projected Start Date 9 

^^chool-wide effprt on vocabulary enrichment to improve scores on ITBS. ^ Mo./Yr 

•.All subject . areas except D.E. will be involved, Reading specialists will supply 
^ necessary materials and work together with staff to help with implementation. Each 
subject area will de^velop vocabulary lists and include in regular . lessons. 



Is m service faming required? No If yes. is the m-servtce plan attached? [""] Yes CI] No 



Expected Resufts (Attach MOPS Form 345-53. List objective numbers and restate those objectives that have been revival). 
See Form 345-53 (enclosed) 



Impact on staff and community (Include how the commitment of staff and corr\munity was deter/THned.) 

Both staff and school connminity decided that there should be a concentrated effort to 
improve test scores in the vocabulary subtest. Results stowed 7th grade scores were at 
grade level and 9th grade scores for Some students were below grade level. Since the 
school has enjoyed a favorable reputation in the past, the staff and community are 
determined to tnaintain a positive feeling. Teachers, reading specialists, and parents 
indicated they would be willingMi^support; program through classroom' instruction, and 
at ^home, » 

Commitment (Circle one High - 1. tow - 5): Staff 1 (t^ 3 4 5 . Community ^T^ 2 ■ 3 .4 5 



Enter the lob title for each type responsibility by objective. 

Responsibility ^ . 2 Objectives 



Primary .. Rdg. Spec. Corinell Tf^ach. Applehy Tpanh AppioKy 

T^3vu^*.o S Connell Teacher s/Rdg 

Tea\^ers reacherfl; Specialictg 



Implementation xtgdo^iei. a rsacnerfi; — ^p^^ialifltg 

Other. (Specify): 



MCPS Form 345-55 A, April 1979 

22^ 




Resources 



■Description and Numbci: 
Fiscal Year 



FY 81 



FY 6?. 



IV. Other 



A. Travel (and fces^ 

1. Local 

2. Out-of-state 



3. Fees 
B. Utilities 

1. Telephone (instailla- 
tion, operation) 



V. 



» 2. Other 

C. Fixed Charges 
1. Insurance 

D. Grants 

E. Other 
Furniture 



In House Transfer 



f 


Ec}uipment \ 




Possib.le requesti for 










seli-insLrucliona 1 equipment 






. \ — . r ' 






VII. 


Transportation (Pupil) 












1 

1 




III. 


Food Service 




.: ■ I 

\ 








' ^ ■ — \ ■ : 






IX. 


Maintenance 


















X. 


Facilities 


, ■ i 

Re.novate storage room 106 







Explanation of Reallocations: Include major Items which should be noted by ^your supervisor . 
(Indicate by Roman numberals and Xettets for references.) ^ 



5 



2A 



ERIC 



2^4 



Substitute for Orlsinal Page Two (Action Plan') 



Pcssibi.LlL Lea ol nonlocal TumJing^TI^^ 
Ing external funding, etc.) 



None explored (although RTF 
future Investigation) 



- Reading Is jFund<imental was mentioned for 



Indicate the rer.ourcc:i; required by this plan to meet the objectives. Be as specific n:-: pV:; J. LbTc: 
AlsQ^ (/) those items which will require reallocations of existing funds 'and explain belov- 



Resoi^iirces 



VY 81 



description and Number 
Fiscal Year 



Salaries a n d ITa ges 

A. Certificated Staff 

y 

B, Supporting Services 
^ Staff 

/ 



C\ Other (i.^. , Sub.stitutes, • 

^ Per Diem Days> Clerical) Pen: Diem Day s-^'R eading Sp, 
- 10 Days '■ 



II, 



C ontractur al Se rvic e; 
„_:A^^. Consultants 

Advertising 

C. Rental Costs 

D. Other 



^ ^ ^ • Sup plies a nd, Mat erials 
A. Instructional 

' B. Office 



Variety of supplemental for 
objective 1 - approx. $1,000 



Same 



FY 82 



Same , except $500 



Kxplanation of neallocations : Include major items which should be noted by your supervisor, 
(l^ndicate by Roman numerals and letters for references.) 



Ill A the media center wi 11. contribute $400 from allocations 
the reading specialist will contribute $300 from allocations 
the classroom teachers will contribute $300 from allocations 



ANALYSIS OF THE PLAN 



Advantages 



"J 



2. 
3. 

4. 
5. 




Students will see how Important tests are 
by entphaals on school~wlde' Improvement 
program. 

School^j^ll develop library of mater la'^l 

In vocab"; enrichment. 

Greater communication among teachers » 

readlxig specialists, administration as a 

result of-l^the program. 

Partlclpa,t^on of total staff In one 

par tlcu larvrogram. 

Ir. enrlchiEMt were -.needed In another area, 
this program could be used as example. 

Imijlementwlon Is possible with existing 
stiiff - no Wed to hire new personnel. 
'nXiSolvemeixt: pf community In planning ^ 
chool programs. 
Dl?|^to^»fc^^arent volunteers.^ 
etlng 6im^ minimal. * 

^toVeyelop rather than buy com-' 
ero|ral pro|^ram 



1 



1 



\ 



Disadvantages 

1. Emphasis on Improvement of test scores 
could detract from regular classroom 
activities. \ 

2. Studen^,may ripcelve "over-Instruction" 
and losfe Intercast. 

3. Results may notj live up to expectations, 

4. May lose opportunity to do "other" 
creative activities In classroom. 

5. * Time for planning and Implementation 

might not be sufficient. 



Other Coniments. 



y • , . ... 

If the advantages outweigh the disadvantages In practice, It wlll.be a good 
and beneficial program for our students. We certainly have the commitment 
of the staff and community to make It work. The decision to work with what 
^e have and develop bur '*own materials and purchasing only what Is essential 
will keep , the cos^: of the program down. ■ . . 



Scheduling Milettones for Ob|ective No, (si. 



-FY. 



79/80 



Page 4 

List maj^or events or activities neces$6?'y to achie ve the 



objectives; indicate projected event completion dates? and list job titles of persons responsible. Using copies of this page, complete 
and attach one page for each objective. 



^Mesjonej^^vent^ 



1' 1. Meet wlthi tefachers, reading 
specialists, parents to 
discuss program / 



J A S 



Months* 



O N D 



J F 



M 

m 



A M J 



Responsibilities* 



1- McGraw - Prln 

2- " " 



Review materials In reading 
lab. • 



1-Rdg. Spec. Contiell 
2- 



Determine If new materials 
must be acquired and/or 
developed. 



1- Rdg. S^c . /Connel]J 
Teacher /App let y 

2- Rdg. Spfec. 



Acquire and/or develop materljils. 
according to teachers and 
students n^eds/ requests , 



Reading lab. to set up 
schedule for requests from 
teachers and students 



1-Rdg.: Spec. Connell 
Teach. Appleby . 



1- Rdg. Spec. Connell 

2- " 



Meet with teachers involved, 
reading specialists for.-f' 
progress reports 



1- McGraw - Prin, 

2- " 



7 



Reading lab has developed a 
form for requests 



V 



StH)w Start date as "0" and end date as ",\". **Show responsibility by job title and (1 l^Primary l2) = lmplementatron 



'X' show meetings 



code as follows: 



(3)=0ther. (Specify) 



Planner (Signature 



Tit»ci 



Principal 



Date 



Comments ^ ^-u£ ^ A ^.^^ 



FOR SUPERVISOR'S USE 



■y^^ 




ERfc r 



Area Dir. for Ed. Services 
TitS 



Schtdulinq Milestones for Objective No.(s). 



T 



Pone 4 b 



jz y 79/80 ^ i^i^i mojoT events or i^ctivitios n«cc$%^ry l</,»;hie»e the 



objectives: indicate projected nvent completion dates? and list job titles o^ persons responsible. -Osinn copies of rhis p,u|ff, complrriv 
and attath one page for each objective. 



1. Preparation of vocabulary 
lists by subject area 



Months* 



0 N D 



J F M 



A M J 



Rrspojijibilitie^* 



1 - Teacher /Apploby 
2- Teacher/Kdg w 
Spec. 



] 



2. Collect lists flkom each 
subject area. 



0-^ 



1- Admin (McBaln) 

2- " 



3. Develop quizzes, tests, -or 
measures of assessment 



0 



1- Appleby/Connell 



^' Periodic Assessment of 
Students on vocabulary 



Q ,X ■ < ! 



1- Teacher (Appleby) 
Teacher /Rdg. Spefc 
Aide 



/ 



^- Final evaluation of all words 
on vocabulary lists. 



e- 



1- Teacher (Appleby) 

2- Teacher 



^' Collect quizzes/tests and 
results 



1- Admin. (McGraw> 

2- " 



^" Record results to determine 
if 80% of students knew 80% 
of words 



^ 



Rdg. Spec/Connell 



• Show start date as "0" and.end date as "A". **Show responsibility by job title and {1 )=Fnmary (2)=lmpIementation 
--Cent. EvaluationrX^- meetfngs) ^ode as follows: 



(3)=0ther, (Specify). 



Planner (Signaturid.^" 



^ ^ 



Title 



Principal 



Date 



10-19-79 



y i ' ' -A- / ✓i-OR SUPERVISOR'S USE 

Area Dtr. for Ed. . Ser'w.ces 



ERIC" 



Signatuf 



Scheduling MtlottonM tor Objectivii Nu.<s|. 



FV 79/80 List major events or «ctlvitic» neces^jiy to achieve^ the 



obiectivtft: Indicate projected ovent completion dates^ and hst |ot> titles orpersoris rcspi)mTbl<?. Using copjei pTlhis pogtt, complete 
•nd atfiith one page for each objitctive. 





J AS 


Mom 
O' N D 


J F M 


A M J 


Rosponiibililies** 


cither data on how vocabulary 
enrichment is incorporated 

i.nvO CXclBBtJB. T, 






■ 


• ^ « * 

•• • 


1 - Admin/ Rdg, Spec 
McGraw/Connell 

, SpOC . 


2. Observe classes on days when 
vocabulary. enji^WTent is part 
of Idsson. 


.* * ' . * 


9— 


A ■ • 




1- Adntln/McCraw 

2- . Admin. /Rdg. Spec 


3 

' Meet with reading specialists, 
teachers to discuss. ITBS test 
procedures* 










Kdg, /bpec. ^uonno 

1- Admin. -(McGraw) 

2- " 


4. Meet with reading specialists 
teachers* to discuss results of 
test scores. 








■ 


1- 1- Admin- (McGraw 

2- . 


5 

Evaluate ef feotiveness* of 
program 

_ : 












6 * 

Distribute results to area 
office, supervisors, parents, 
teachers,, etc* • 










1- Admin. (McGraw). 

2- Rdg. Spec. 




• 










8. 


t • ■ • 


• ■ 


■ ■ # 







• Slx)w start d^teas "0" and end date as "A". ••Show responsibility by job title and (l)=Primary (2)=lmplementation 
X'- Meetings Cpnt . Evaluation code as follows: (3)^Qther. (Soecifv) / > 



Planner (^i9ri|jllure) 



r 



,^■■^1 ^ A >.c 



Title 



Principal 



Date 



10-19-79 



Comments ) z*^' 



FOR SUPERVISOR'S USE 



I 



Area Dir. for Ed. Services 10-31-79 , 



ERIC 



Sigmtuft 



TitST 



Date 




ive 



Office for Program Otvt lopmtot 

IWf^TGOMEftV-eOUffTV-PtmtfC-SCHOObS 
RockviU«. M^ryUrtd 



EXPIRATION: DRAFT (4/23/79) 



-AGTION^^iAN 



ACTIVITIES FOR REDUCTION 



School/Of fice/Oepariment/Division/Unit 




A/ea 




A School 


18 


Activity or Program Nam«: 






Improve 


Math Skills 




Typ« oI Fuodrng: X MOPS [J 


MSDE ' , Q Federal Q] Other (Explain): 

B " ' ■■ 





^STRUCTIONS: Thit lorm i» to bt completod by deiignjiod plannori within the time frame citablithed by thu approved cumprehvnviv 
nanning procesi. Rt ler to the 1979 80 Guid0book for explanation and directions regjrdino each ptannmg step. Attach Form 345*53 
far Che related need. 

Planning Process Reference: Steps 12-19 



Why this activity selected for reduction or elimination? (Check'all that apply.) 
(3 The progra^n has met its objectives and is ready for termination. 
1 I flic ofMiinjI need no lofujer exists. - 
[XjOther programs have assumed these responsibilities. 
[^|Thi> relative priority or importance of this activity has shifted. 
QJOthef, (Specify) 

Explam ur comment as appropriate. 

Too expensive in terms of both time and money to maintain program; too much 
emphasis on math program and not enough in other areas. Perhaps funds originally 
used in math can be reallocated for use in other areas where there is a need, 
j Also, parent volunteers in math Can be used in new Language Arts Program. 



MCPS Form 345- 55B. April 1979 



230 



Ovtrvitfw of tht pUn for rtduction or tllmlnatlon. (Ho^ wifl it bt iccorr>pliihtd^) 

— Dlttptirnci nuitcrittl lo ttuith toiichi^ti» l~f~fmd c<h ~ 

Uho the volunteeera nnd aides In other subject arenn 

Move nuith lab to another area, If possible and use space for current pronrntn 
Math lab will continue to be staffed by two professional staff memhorH /inci ot\v .'ilde. 
The volunteer parents will be assigned to work In niath, classeH where Htudrnts have boon 
placed upon completion of math lab experience. The math teacherw will ^iHslnt in monitoring; 
basic math materials to Insute an adequate supply. 



tx^wclrd rt'suln. (AllJi'h Form 34b.rj3. vLlsl the objeciiv* numbt?fi mid resiaie any that hiive bpon ritvi^cd. Explain the expected impact 
oi th»» fcdoction or ehmination on studsiits/cltenisJ 

. 

Wt? didn't fill out form for this because It was not one of our top priorities. 
We want to continue the enthusiasm for our math program, but not at the expense 
of other areas. Students will continue to share gains In math skills as demonstrated 
on ITBS subtest through limited use of luath lab and tnore classroom support by aides and 
volunteers. Parents will be notified that students may at any time be rescheduled Into 
the math lab should that become necessary. But the major exphasls will be on Improved 
classroom support. 

Expected impact on suff and community of the reduction or elimination, (Indicate the level of commiiment to the program or 

activity and describe how this was determined.) . ^ 

Staff Recently, there has been less of a need for extra planning In math. Staff and 
I community agree that we should rechannel our successful efforts from math ^ 

\ department to other areas. We will continue to use our parent volunteers *ln* 

■ other subject areas. Math will become less visible but this will enable 

other programs to be noted. 

The decision to diminish the Math Lab services was. reached Iti a staff meeting where 
classroom teachers expressed the concern that they have students In serious need of 
' ^^^^ remediation and the Math Lab cannot provide Instruction for all such students. 
rWre classroom support Is needed In addition to the Math Lab. 

Parents have some concern about diminishing such an effective program. However, 
learning of the plan to Increase classroom support has dispelled many anxieties , 
about the remedial math services available at A School. 



ContfniinnMJt (Circle one H»oh^l, Low=5): Staff: 1 



(0 



Community : 1 



I Pljnne»f^lSK|nviluriO 



Title 



Principal 



I }j y // FOR SUPERVISOR'S USB 



Date 
^0-19-79 



/ 



Area Dir. Ed. Services 



. c'^ .< J. / 
10-31-79 



Tttle 



ERIC 




Office for Program Development 
MONTGOMERY COUNTY PUBLIC SCHOOLS 
Rockville, Maryland 



EXPIRATION:. DRAFT (4/23^9) 



STATUS REPORT 



rNSTRUGTfONS: This form is to be completed by designated planners within the time frame established by the approved comprehensive^ 
planning prqpess. Refer to the 1979-80 Guidebook for explanation and directions regarding each planning step. This report is required ' 
quarterly. It may Jbe issued more frequently if desired by the planner or the supervisor. 



Planning Process Reference:' Step 20 



School/Off ice/Department/Division/Uni^ 



A School 



Area 
18/ > 



Plan Name 



Improvement of 9th grade ITBS scores on vocabulary subtest 



indicate the status of the plan by checking the appropriate statenrr^t and describing any problems that have arisen 
: No Problems. All activities within the plan are proceeding on schedule.' 



_Milestone(sL 
^ilestone(sL 



Minor Problems . Delays have occurred in reaching milestone(s), but the Objective No,__ 

objective is expected to be accomplished in the planned time frame. Objective No^ 

rn Major Problems . Serious or protracted tfelays have occurred that threaten Objectiv| No . ^ M ilestonefs) 

accomplishment of the objective within the scheduled time. Explain how Objectiue No,.: MHestone(sL 

muc^ delay is expected. 



Problem^i/actions, and comments: 



So far, so good, however, we've jufft started. Teacher's and students se^m 
receptive to the program. ■ , . f 



Planner (Signature) 



Cofiunorus: 




Title 



Principal 



Date: Sent. 26,1Qftp 



For: (Circ(e)(QT)Q2,Q3.Q4r 
or 

Other : 



FOR SUPERVISOR'S USE 



You might want to start keeping an up-to-date journal of activities in case 
^ you need to do this another year. 



Stynature 




-i ; 

Area -Dir. for Ed. Services^ Oct. 4. 1980) 



Title 



Form 34b 56/ April 1979 ' 

ERIC / 



2^ 



•rite I 




Office for Progra m Development 
MONTGOMERY COUNTY Pl/BLIC SCHOOLS 
Rockvill#, Maryland 



a 



EXPIRATION:'' DRAFT (4/23/79) 



STATUS REPORT 



STRUCTIONS: This form is to be completed by designated planners within the time frame established by the approved comprehensive 
anntng process. Refer to the 1979-80 Guidebook for explanation and directions regarding each planning step. This report is required 
quarterly. It may be issued m6re frequently if desired by the planner or the supervisor. 

Planning Process Reference: . Step 20 



f 

School/Office/Department/Division/Unit 



A School 



Area 
18 



Pian Name 



Improvement of 9th grade ITBS scares on vocabulary subtest 



Indicate the status of the plan by checking the appropriate statement and describing any problems that have arisen. 
I I No Problems. All activities vyithjn the plan are prpceeding'^on schedule. 



Rn Minor Problems . Delays have occurred in reaching milestone(s), but the Objective No. ^ Milestone(sl ±_ 

objective is expected to be accomplished in the planned time frame. Objective No. 2 Milestone(s) 2^ 



[ I Major Problems , Serious or protracted delays have occurred that threaten Objective No, Milestone(s) 

accomplishment of the objective within the scheduled time. Explain how Objective No, Milestone^s)_ 

much delay is expected, 

Problem'i, actions, and comments: 

Reading specialists wanted to purchase more materials than we had funds. Is there 
any extra money available in the area? (obj. 1, milestone 3) - 



A few teachers were late in turning in vocabulary lists,/ however, this will 
not hamper the total program* 





Date: Dec. 15, 1980 


For: (Circle) 01^.0304 

or 
Other: 


Pldfiner (Signature) ^ 


Title 

Principal 



FOR SUPERVISOR'S USE 



Cominenis: 



y Si g nature /^/ 



MCPS f tirin 345-56, April 

ERIC 



1979 f^. 



Area Dir. for Ed. Services 



Title 



-Dec. 17 , 198P 

Dale 



2Jo 




Office for Program Devllopment 
MONTGOMERY COUNTV PUBLIC SCHOOLS 
Rockville, Maryland 



jyPIRATIOtSl;. DRAFT (4/23/79) 



STATUS REPORT 



4. 



JajNSTRUCTIONS: This form is to be completed by designated planners within the time frame established by the approvecf corriprehcMisive 
^UPanning process. Refer to the 1979-80 Guidebook for explanation and directions regarding each planning step. This report is* required 
quarterly. It may be issued more frequently if desired by the plariner or the supervisor. 







V 


Planning Process Reference: ^ Step 20 * , 






School/Off ice/ Department/Division/Unit 


^ 


Area 


A School 




18 


Plan Name V . . 






Improvement' of 9th grade I TBS scores on vocabulary 


subtest 





Indicate the^status of the plan by checking the appropriate statement*and describing any problems that have arisen. 

6' ■ 

[jT] No Problems. All activities within the plan are proceeding on schedule. » 

•> . - ' * • 

^ 1 I Minor Problems . Delays have occurred. in reaching milestone(s). but the • Objective No . M ilestonefsV 



objective is expected.to be ac^complished in the planned time frame. 



Objective No^ 



_Milestonej[sL 



I I Major Problems. Serious or protracted delays have occurred that threaten -Objective No, Milestone<s)_ 

accomplishment of the objective within the scheduled time. Explain how Objective No . ^ M ilestoneis^ 
much delay is expected. , ^ 



IJVII 



Problem^, fictions, and comments: 



Corrected delays during QZ - We are back on schedule on schedule now. 



Pluiuier (Signature) ^. 



Title 



Principal 



Date : March 20, 1981 



For: (Circle) Q1.Q2@Q4 

or - - 
Other: \ 



FOR SUPERVISOR'S USE 



Conuiients: 



/ Al /T /I 



MCPS Foim .{45 56. April 1979 

ERIC 



Ariea Dir, for Ed, Servjceg 

Title 



April 3, 1981. 

• HP 




a 



^ ' Of ftcelf or Program' Development 
WoriTGOMERY COUNTY PUBLIC SCHOOLS 

V,Rockvillf!; Maryland - : 



EXPIRATION: DRAFT (4/23/79) 



STATUS REPORT 



STBUCf IONS: This form is to be completed by designated planners within the time frami^stablished by the approved comprehensive 
annihg process. Refer to the 1979-80 Guidebook for explanation and directions regarding each planning step. This report is required 
quarterly. It may be issued more frequently if desired by the planner or the supervisor. 



Planning Process Reference: Step 20 



School/Of fice/Department/Di vision/Unit 



A School 



Area 
U8 



Plan Name 



Improvement of 9th grade ITBS scores oh vocabulary subtest 



Indicate the status of the plan by checki^ng the appropriate statement and desci'ibing any problems that have arisen. 

I I No Problems. AM activities within the plan are proceeding on schedule. , v - o ' 

' ' . ' • ' 3".- ■ ' ■• "^ ^^ 

^2 Minor Problems . Delays have occurred in reaching milestone(s); but the . Objective No . M llestQng(s ) ■ 

objective is fej<pected to be accomplished in the plarrned time frame. ^ Objective No . M ilestonets ) 

I I Major Problems . Serious or protracted delays have occurred that threaten 'Objective Nb . M ilestonefs) 

accomplishment of- the objective within the scheduled time. Explain how Objective No . ■ M ile'stone{s) 

m(jch delay is expected. v 

' •• ,- * • *' 

Problems, actions, and comments: ^ v 

^Reading specialists were^ not sure if they would be able to evaluate the year V 
program by the end of the school year. They will complete evaluation within one 
week after the end of the school year. 



4 



Title 



Principal 



Date: June ^Q^ IQft 



For: (Circle) Q1.Q2.Q3[S4 
or 

Other: 



FOR SUPERVISOR'S USE 



^ ^ S>( jnature / 



Area Dir. for Ed.* Services 



Tiilc 



MCPS Form 345 56. April 1979 

ERLC 



J^ly 6, 1981j 



235 



.. f "Getting to Know the Process" 

U^irig the planning materials, participants are asked to complete the Items below 
providing the best possible answer(s) regarding the MCPS Comprehensive Planning 
Process. The 1979-80 Guidebook. Is the major reference paper for these questions 
although some Inferences must be made/and the other papers provide further 
enlightenment. ' ' * . / 

• 

For each item mark the best response. In some cases more tha*n one answer is 
correct. ^ / 

Example: 

This paper is a . ' 



a) Test * 

b) Questionnaire 

c) Scavenger hunt 

d) Way to acquaint one with the process 

e) Job application 

A "need" as defined by the planning ptocess is the same as a 

a). Goal c) Solution e) Plan 

'b)V Program . - d) Resource , f) Kone of these 

The Comprehensive Planning Process will address itself only to student 
outcpmes^ '* 

True False 



3. The Board of Education will be encouraged to actiyely participate in the 
Comprehensive Planning Process by . 

, L 

a) Outlining action plans for the staff . ^ V 

b) Identifying liaisons for each local planning team • 

c) Approving all priorities / * 
, d) Approving syaterawide priorities 

e) b and c ^ ' » 

f) . b- and d : _ 

4. The us^ of the "Comprehensive Planning Process tl>i^ year will result in 

a) ** The Comprehensive Facilities Plan 

b) An MCPS Master Plan 

c) Long-range plans 

d) Forecasting techniques. 

e) FY 81 plans and budget requests 
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5. A planner reviews pre'f erred plajja^j^^fe'liis or her supervisor in 

a) • Step 6 - c) Stage III e) ~ Stage I'V 

b) Stage VI - d) Step 10 

6. Status ^:eports (relative to the Comprehensive Planning Process) are 
submitted to one's supervisor 

a). Weekly b) Quarterly c) Monthly 

^ Action plans should contain (ckeck' all that apply) 

a) Reference to approved ^purpose ^ ym^^ ^ 

b) Program strengths ' ^ ^ 

c) Objectives * 

d) Schedule of milestones 

e) Advantages and disadvantages 

. A planner should juolfify needs only id. th facts not opinions. 

True - False * 

-'^^.r^^op^^^ SymmaryV.and the^o'^^^ to Schopl Information 

Summary contain all of t'Hg 'JfatV elements an MCPS principal (planner) can 
present to his/her supervisor for verifying nfeeds. 

True ' . False 



Previously approved objectJLves which remain unmet can be considered needs. 

True False 

f This year only. Step 14 will be done prior to Step 5. 

. True • False 



Each local jplanning team must include ten members. / 

True __,False, 

The rationale for identifying noteworthy programs is 



a) To select persons eligible" for stock options 

b) To provide recognition for special programs 

c) To build upon organisational strengths 

d) b and c 

It is possible to eliminate some present activities as part of the 
Con^jrehedsive Planning Process. « ^ 

True Fal^e . . % 



^ True ^ Falje 



15. Identify which of the items below^ represent **Approved Purposes" and should 
be considered when planning.. 

' ■ - ' tk . . "' ■ " 

Program of Studlqy 
LoS 
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School Inforxnatioh Summaries 
Annual Test Report 
Board Policies 
Mission Statements . 
State and Federal Guidelines 
MOPS Goals of Education 
Digest, of Educational Statistics 
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^6. Each planner participating iu the iiiitial .(pilot) year must do each of the 
21 steps. / \ ' - ^ 



True . V ' False 



17. Each planner should include in his/her needs assessment all of the possiblje 
^ n^eds which have been identified. ' « ' f 



Tru6 ^ ^ False 



18. An "Indication of Need" .forth. is to be completed for alL of the needs which 
^ ^ were assessed. ' ' ' ■ 

. lrue\\ '^r." ■ . JPaise 

19. The Comprehensive Planning Process should'^e^ult in ^ . . priorities. 



a) A reduction in the number of ' . . f 

b) '^Each unit having only two i« / / 

c) _200 MCPS ^ ' ° ^ 

d) Each^unit having' 15 \1 . v ^ - ^ % 

e) 25 systemwide * ' * ' : 



2i). "Action Plans" should include 



a) Indiilintion of committment \ 

b) A lot of activity ^ 

c) /CQvantages and disadvantages 

d) Estimated costs ^ ^ 

e) Re^rence to an approvefd pui^poae 



21. , The identification of noteworthy programs is optional for the initial year of 
J implementing the Comprehensive Planning l^rocess. 

' . " 'True ^ ^ . False ■ . ■ x 

22. MOPS Form 345-51 is optional fete* t)ie inltal year. 

\' - • Trufe ' - False 



V 
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23. Jhe actual topics and categories to use when classifying needs (and on the 
forms) can be found In the . , 

a) Program^f Studies 

b) HCPS Goals of Education. ^ 

c) School Information Sumnar lea 

d3 Operating Budget- for FY 79 ^ 

e) Conceptual Overview 

f) MCPS Need Assessment Process 

24. Each planner has to complete which of the following forms? 



I 



"Attlon Plan" 
MCPS Form 345-54 
"Indication of Need" 
"P;Lannlng Team Record" 
MCPS From 945-63. lA 



25. It Is suggested that Step 6 be achieved In a face-to-face meeting. ^ 

. True False 

26. * The coordinator of systemwide planning has to approve.all plans before they 

can be presented to the Board. 

True False 

27. Within the Comprehensive Planning Process priority has ^ the same definition as \ 
objective. / ; * \ 

^ True False • 

28. It is possible for a needs assessment to be based solely upon existing data; ^ 
l.e.y not requiring thb gathering of additional documentation. 
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True False 



29. A needs assessment shoulcL always involve a questionnaire to be sent to the 
.community. 

True ' False 

* . ~ • ■ ■• 

30. Only information supporting a particular need should be given on the "Indication 
of Need" form. i. ^ 

True False *' 



31. A planning team which identifies a need outside its mission or realm of 
authority, should . 

a) Notify either the FBI or Jack Anderson * 

b) Aliert the appropriate planning unit 

c) Write a letter to the editor foj: the local paper 

d) Start a petlMon drive 

32. Supervisors collect the priorities of their subdi visions » without comment. 

True ^ ' False > 

■ . \ . 



The Comprehensive Planning Process is intended/ to provide the Board of 
Educatfon with "grassroots input*" 



True . / False 



.A milestone is, a 



a) Big rock y . 

b) Part of the "Noteworthy ProgrW^ form" / 

c) .Term signifying who; has prim^ responsibility for a plan 

d) Poorly written objective | / 

e) Major event or activity necessary to ^achieve an objective '■• 
: 7^ >; .^j' . ■■/ . 

A need statement should be appro^^ is in an important area, even 

though it describes a resource (f|e*, "'More library books are needed."). 

i i' i ■ 

True I I ^ / False 




As much as possible, need statemifitB should describe gaps between "what is" 
and 'Vhat ought to be," " '^l ; 

■ .\ ■ / * ' ^ ♦ 

• True '] False 



"Getting to Know the Process" 



Using the planning materials, "participants are asked to complete the it^ms -below 
providing the best possible answer (s) regarding the* MCPS Comprehensive Planning 
.Process* The 1979-80 Guidebook is the major- reference paper for these questions, 
alttiough some inferences must be made and the other papers provide further 
enligh tenm^ t . 

For each item mark the best response. In some cases more than one answer is 
correct. ' Q . . • 

Example,: ' 

» *■ 

This paper is a . 



a) Test' , 

b) Questionnaire * ' 

c) . Scavenger hUnt 

d) Way to acquaint one with the process 

e) Job application 

1. A "need" as defihed by the planning process is the same as a C/^) C P C9) 

a) Goal c) Solution e) Plan 

b) Program d) Resource f) None of these 

2. The' Comprehensive Planning Process will address itself only to student 
out comes .V. 

True ( y) False > 



3. The Board of Education will be encouraged to actively participate in the 
Comprehensive Planning Process by C CP, ^ ) 

a) Outlining action plans for the staff 

b) Identifying liaisons for each local planning team 

c) Approving all priorities 

d) Approving systemwide priorities 

e) b and c' 

f ) b and d ' 

4^ The use^f the Comprehensive Planning Process this year will result in 



:he use^r^ t 



a) The Comprehensive Facilities Plan 

b) An MCPS Master Plan 

c) Long- range ^ans 

d) Forecasting techniques 

e) FY 81 plans and budget requests 
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5, A planner reviews preferred plans vith his or her supervisor in 

a) Step 6 ' c) Stage III e> S^ge IV 

b) Stage VI d) Step 10 

6, Status reports (relative to the Comprehensive Planning Process) are 
submitted to one's supervisor ^6) fl9S. / 3^ 33) > 

a) Weekly b) Quarterly c) Monthly 

?• Action plans should contain (check all that apply) f t-<J-e^A n-Jb) , 

a) Reference to approved purpose 

b) Program strengths 

c) Objectives 

^ d) Schedule of milestones ^: ,t 

e) Advantages and disadvantages V' 

©• A planner should justify needs only tdLth facts not opinions. ^ 

True (X) False 

9. The "School Information Summary" and the "Supplement to School Information 
Sixmmary" contain all of ' the data elements an MCPS principal ^planner) can 
present to his/her supervisor for verifying needs. * , 



True (MUX False 



10* Previously approved objectives which remain unmet can be considered needs. 



11. This year only. Step 14 will be done prior to Steji 5. 

True X False 

12. Each local planning team must include ten members. 

True X False 

13. The rationale for identifying noteworthy programs is 

a) To select persons eligible for stock options 

b) To provide recognition for'^'special programs , 

c) To build upon organizational strengths 

d) b and c > J' j 

14. It is possible to eliminate some present activities as part of the 
Compreheiisiva::*Plaxming Process. 

X True , False 
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15. Identify which of the items l^iow represent "Approved Purposes" and should 
be considered when planning. '/0'i '\ • ■■ •■ 

- , Z^/ a . ,'■ 

_l^;;^ Program_of_S^idie£ ^j*^; 

' . School In£oxfnatlO|h(ii!»:£iniaries . " , ' 

Annual Test Rew^'elr * • V 

■ Board .Policie#,V,f '/ ^ • . ^ . " 

. Missjion 5ta^»^s? - ^ . _ 

State and Efloeifal Guidelines ' ■ ^ 
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MCPS Goal^ of Education 
Digest of Educational Statistic^ 



16. Each planner participating in t hp initial (pil6t) year must each of the 
21 steps. , ' , 

^ True C x) False 

17. Each planner should include in his/her needs assessment all of the possible 
needs which have been identified. ^ ^ 7) 




iCTe ( False 

3rm is to be completed for 

CAf) 

True False 



18. An "Indication of Need"^form is to be completed for all* of the needs which 
jgSS^ ass^sed* ' ( Af) 



19. The Comprehensive Planning Process should result in priorities. 

a) A reduction in the number ofv 

b) Each unit having only two \ 

c) 200 MCPS 

d) Each unit having 15 • 

e) 25 systemwide 

20. "Action Plans" should include C^ -C-d J . 

a) Inyftication of committment 

b) A lot of activity 

c) Advantages and disadvantages 

d) Estimated costs 

e) Reference to an approved purpose 

21. The identification of noteworthy programs is optional for the initiaj. year of 
implementing the Comprehensive Planning Process ^ ^ jj^ 

fx) True False 

22. MCPS Form 345-51 is Optional for the inital,>:^ar . ^ ^ C r^^ — 

X True ' v False 



24. 



■J 



23. The actual toplca and categories to use when classifying needs (and on the 
forms) can be found In the (d^ CA^^ 

a) Program of Studies 

\ b) MCFS Goals of Education 

c) School Information Sinmnarles 

d) Operating Budget for FY 79 

e) Conceptual Overview 

f ) MCFS Need Assessment Process 

^ 24. Each planner has to complete viiilch of the following fprms? 

^"Action Plan" ^ ^' ^ '^^''^> 

MOPS Form 345-54 

^ "Indication of Heed" 

(f7>.0 tfpy-/«>^0 ^ "Planning Team Record" 



MCPS From 945-63. lA 



25. It Is suggested that Step 6 be achieved In a face-to-face meeting. 

' True ( False . ^ 

26. The* coordinator of systemwlde planning has to approve all plans before ^they 
can be presented to the ^ard. /» 

, True £>0_ False 

27. Within the Comprehensive Planning Process priority has the same definition as 
objective. - CA^^ 

True C x) False 

28. ^ It Is possible for a needs assessment to be based solely upon existing data; 
* l.e.y not requiring the gathering of additional documentation. 

C X; Tr^e False 

29. A needs assessment should always Involve a questionnaire to be sent to the 
community. ^ . 

True C X ) False 

\i 

30. Only Information supporting a particular need should be given on the "Indication 
of Need" form. ^A?) 

True False 

31. A planning team which Identifies a need outside Its mission or realm of 
authority, should rh) ^^'^) . 

a) Hbtlfy either the FBI or Jack Anderson 

b) Alert the appropriate planning unit 

c) Write a letter to the editor for the local paper 

d) Start a petition drive 

32. Supervisors collect the priorities of their subdivisions, without comment. 

True ( )C) False 
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The Comprehextslve jPlaxmlng Process is intended to provide the Board of 
Education with "grassroots input;" 

K True False 

A milestone is a £ 



a) Big rock 

b) Part of the "Noteworthy Program" form 

c) Term signifying who has prime responsibility for a plan 

d) Poorly written objective 

e) Major event or activity necessary to achieve an objective 

A need statement should be approved, if it is in an important area, even 
though it describes a resource (i.e., "More library books are needed."). 

True (y^ False /P^/^^y ^"") 

As much as possible, need ^t^tement^shbuld describe gaps between "what is' 
and "what ought to be." . . . ^ > / ^ ^ 

QC^ True ^ False 
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Jtine 18, 1979 
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EXTERNAL CONSULTANTS - EDUCATIONAL PLANNING 

This paper provides a listing of consultants outside 
MCPS who could provide asslstancQr to planners. It 
will be continually updated and should not be viewed 
as all encompassing. Suggestions of additional con- 
sultants or consulting firms will be readily accepted.. 
Generally, management - business - budget - finance - 
facilities planning consultants were, omitted, unless 
they had experience with other specific planning 
teghnlqaes which would relate to the MCPS Comprehensive 
Planning Process. 



Compiled by: 



Dr. Arthur Steller, Coordinator for 
. Systemwide Planning 
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CONSULTANTS FOR EDUCATIONAL PLANNING 



Noie, Address and Phone Number 



Present Position 



Planning Experience 



Planning Emphasis 



Dr. Russell Ackoff 
The Uharton School 
Unlveriity of Pennsylvania 

Philadelphia, Pa. 19104 . 
215-243-7507 

Or. Robert Annacost 
Baltimore City Schoqis 
Center for Planning, Research, 

and Evaluation 
13 East 25th Street 
Baltimore, MD 21218 . 
301-396-6934 



Professor 
Consultant 



Author of several books 
Consultant all over the 
world 



Deputy Superintendent .Present Position 



Operations Research . 
' All kinds of Planning 



Assessment 
Systemwide Planning 



Dr. Frank. Banghart 
Educational Systems and 

Planning Center 
Education Building 
Florida State University 
Tallahassee, FL 32306 
904-644-6200 

Mr. Roger L. Barton 
, Accountability and Development 
Dallas Independent School District 
3700 Ross Avenue 
Dallas, Texas 75204 ' 
214-B24-1620 



Director & Professor 



Associate Superintendent Present Position 




Author of one book 
Consultant 
Present Position 



Systems Planning 



Ac^(;^untability 
Sysl'emwide Planning 



Dr. Leroy Bell 
School of Graduate Studies 
Alabama State University 
Montgomery, AL 36101 
205-262-3581 ' * 



Dean 



Some Consulting 



Systemwide Planning 



Hani. Addresi and Phone Numbtr Present Position Planning Experience Planning Emyhasls > 



Dr. Uslee J. Bishop 

Professor of Curriculum & Planning 

College of Education 



Professor & Consultant Consultant for Atlanta, OA Curriculum Planning 

Georgia State Dept. of Ed, 

'. \ ^ 



University of Georgia 
i\then8, GA 30602 
404-542-1343 



Dr. Henry Brlnkell 
Policy Studies In Education \ 
Acadeny for Educational Developkent 
680 Fifth Avenue / ' 

New York, New York 10019 ^ 
212-265-3350 , 

Dr. Paul Brlggs 
College of Education 
Arizona State University 
Tempe, AZ 

602-965-3306' ' 



Director 

Educational Consultant 



Consultant 



Consultant |or various 
school districts, big 
project for Brown Deer 
SD In Wisconsin, some 
writing and speaking on 
planning. 



,Needs Assessment 
Minimal Standards , 
(Competency Based Education) 
Evaluation' 



Retired Superintendent of * General Planning 

Cleveland Public Schools. 

(Ohio) 
Consultant 

AASA-NASE Professor I 



D][. Carl Candoll 
School. of Education 
The University of Kansas 
Lawrence, KS 66045 
913-864-4432 



Department Chairman ' Superintendent of Lansing, General Educational 
Education Administration Michigan Planning 

Past President - ISED 



Dr. , ChariLes Case 
Cdllege of ' Education 
University of Wisconsin - Oshkosh 
Oshkosh, WI 54901 ^ 
414-424-3322 



Dean 



Past President ISEP 
Consultant 



Systemwide Planning 
General Planning 
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' Naait Address and Phone Nomber Present' joBltlon 



Planning Experience 



Planning Emphasis, . 



Dr. Marvin J. Cetron 
Forecasting International, Ltd, 



President 



— tOOmmtghlanrS-treeT 
Arlington, Virginia 22201 
.703-527-13ir 



Dr. Robert J. Chamberlain 
Lansing Public Schools 
'519 Kalamazoo St. 
Lansing, MI 48933 \ 
517-374-4021 

I 

Dr. Richard Chase 
Department of Management 
College of Business and 
Public Administration 
Ilnlverslty of Arizona 
Tucjpon, Arizona 85721 
606-626-1710 



Dr'. Roger Clough '• 
Mason City Community Schools' > ' 
120 East State , ^ » ' 
Mason City, lA • iV' 

515-421-6202 



Developer of Several 
forecasting techniques 



Technological Forecasting 



"Consultant fprlialF ''T-~^. ~ 

private/industrial organl- 
zatlonfi,, federal government, . ; ' t 

international agencies, etc, > / . ' 

Present Position ' ^ Systemttlde Planning' 



Deputy. Superintendent 



Professor i Department ^ Aiithor^ of articles 
Head > ■ , 



tot 
Cofisultant ifor 
n corporations-. 
. /v Consul taut" fo 




' * Operations Research 
' ' , "(lana^ement ■ 



Yliblic.^'Schiols (Tubon; 
Arizona) - ^onzjiBnge'y ' 



later ' 



■1 * ; 



, Superintendent ', J| , Present .fosltfwu'v ^rPri^^^^ • 



* ^> Box 1 . of our jnodef / \ 



j!s. Patricia Craig- 
•i^'Center for the Study of 
' Social Policy ' '. ' 

SRI International 

333 Ravenswood Avenue 

Menlo Park, Calif ornlaS^4025' 

415-326-6200 ; ' . , 



i • 



• )\ • ..Seriiof^^oHcyvAnfilsk - "rNlPresentf^osition ,' ' , , 'Res^rc'h., . ^ * 
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Mt, Addr<i» ind PhoM Nunber Prmnt Poeltlon 



PUnnlnR Experience 



Planning Enphasls 



Dr. George Crawford 
School of Education 
The University of Kansas 

— LawrenceT-KS-6604-5 

913-864-4432 

Dr. Luvern Cunningham 
Professor of Education 
College of Education 
The Ohio State University 
Columbus, OH 43120 
614-422-3980 

Dr, Robert Curry 

Cajon Valley Union Schogj^ District 
Box 1007 ' . ' 

* 189 Roanoke Road 
9- Cajon, CA 92022 
714-444-9473 

Dr. Linton Deck, Jr. 
Orange County Public Schools 
P.O. Box 271 
434 North taoipa\Avenue 
Orlando, FL 32802 t 
305-422-3200 ' 



Associate Professor 



Author of Planning 
Monograph - articles 



Facility Planning 
Evaluation Planning 



Professor 
Consultant 



Director of Planning 
> Research and 
Evaluation 



Superintendent 

r ■ 



Consultant for St. Louis, 
Toledo, Detroit, etc. 



Present Position 



Present Position 



Cowunlty Involvement 

In Planning 
Staff Seminars 
• j 



Needs Asses^t 



MBO 
PERT 



Hr. Dennis Detsel 
McDonald's Corporation 
McDonald's Plaza 
Oak Brook, Illinois 60521 
312-887-3200 



if 



Jefl8e\ Dungy, ift j 

Office of Planning and Development 

Bowie State College 

Bowie, Maryland 20715 

301-464-3227 ' 
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Public ftelations Director Present PositidS 



Administrative Planning Present Position 

, Consultant on Minority 



General Planning 



General Planning 
Systems Analysis 



Nun. ind Phon< Nuabir Preaent PoBltloij i . ^ 



Plannln{f Exparie nce 



Planning Empha 



Dr. John Gocdt 
John Coode Associates 
1903 Fountain Ridga 
Chapal Hill. NC 27515 



CoDsultant 



919-9i9-6373 

Theordore Gordon 
The Fiiturea Group 
124 Hebron Avenue 
Glastonbury, CT 06033 
203-633-3501 

Wallace Hanklns 
8 Beach Road 
Sevema Park, m 21146 
301-269-2195 

Dr. Cecil Hardesty 
Hardesty i Associates, Inc. 
7206 Rue de Roark 
La Jolla, California 92037 
\ 714-459-0030 



President 



Planner - 

Dept. Budget & Fiscal 

Planning, 
State of Maryland 

President ' 



Consulting with 20 school Team Planning 
systems AMA Planning 
Author of several articles 
Buslnesa Con fiiilHng 



Present Position 



Co-author state planning 
laanual 

Various goyt. planning ^ 



Consulting for various 
school districts 



Long-Range Planning 
Forecasting 



I ■ 

Management Planning 



Enrollment Projections 
Surveys 

Management Studies ' 



Dr. L. p. Hasi^ 
Educational Administration 
Education Building 310 
University of Texas at Austin 
Austin, Texas 78712 
512-471-1711 



Professor Emeritus 



Consultant with the 
Dallas Independent School 
Dlstrlc? (Texas) " 



General Planning 



Dr. Dale Hayes 

Department of Ed. Adminlstratloh 
Teachers College ' ' 
The Unlverslty-of Nebraska 
Lineoln, N£ 
402-472-3726 



Chairman & Professor 



Teaches a course 

Has several people on his 

faculty who are educational 

planners 

Some consulting 



Facilities Planning 
Systems Planning 



Mni. Addriii ind Phoni Nuabir 

Jiffirion Eutnond 
Morld-Uldi Educitlon ind 

Riiureh Initltuti 
231} StriD|hu Avtnut 
Silt Uki City, Utih 64109 
801-48W0W 



Pri^nt 'Poiltion 
ConiultinC 



Plinnlng Ex^rltno 

ConiultinC tor virlous 
' |chool gyetens. 



Plinnlng Enphuls 
Niidi AiieiiiMiit 



Or. Ftnvicif English 
Plat, Hiivlch, Mitchell & Co. 
' 1990 i Strwt, N.W. 
Uiihlngton,l).C. 20006 
202-223-9525 

Or. Nolan Este's 
Educational Administration 
Education Building 
University of Texas at Austin 
Austin, Texas 78712 
512-471-1711 

# 

Dr. Max 'Evans 
College ill Education 
Ohio University 
Athens, Ohio' 45701 
614-594-5289 

Or. Richard Feathers tone 
College of Education 
Michigan State University 
East Lansing, MI 48624 
''517-355-1855 

Eva Freund 

Kupferberg/Freund Assoc., Inc. 
, 849 North Jacksonville St 
Arlington, VA 22205 
703-525-8045 

Dr. John Gibson 
jH School of Graduate Studies 
Alabama Stii'te University 
Montgooery, AL 36101 
205-262-3581 
o 
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Educational Consultant ^ Needs Assessment (author) Needs Assessment 

PMM has a variety of 
experience mostly outside ^^ 
of education 



,?rofe88or 



Fast Superintendent , 
of Dallas 



-Professor 



[ 



Consultant for Phi 
Delta Kappa's 
Educational Planning 
Model, various consulting 
and .former superintendent 



Professor ^ Author of Educational ; 

Executive Secretary for Planning Book 

the International Consultant for various 

Society for Educational school systems & Higher 

Planners , ' Education 



Consultant 



j 



Workshop Trainer 



Professor 



Some Consulting 



Systemwide Planning 



PDK's Planning Model 
Goal Ranking/Rating 
Strategy # 




g-Range Planning 
nlng Process 
her Education) 



Strategic Planning 



Systemwide Planning 



Naae, Address and Phone Number ^Present Position 



Planning Experience 



Planning Emphasis ' 



Dr. Melvin Heller 
Departny[^ of Administration 
College^ Education 
Loyola University 
Ch^ago, Illinois 60611 
312-67(^-3000 



Chairman & Professor 



Consulting 

Author of some articles 



Decision-Making 
General Planning 



Irving W.-Jerrlck Administrator 

Planning and Technical D^elopment 

Office of Developnlental Projects 

Haryhnd State *|)epartment of Education 

P'.O. Box ,87i.7-; BMI Airport 

Baitlmore, Maryland 21240 

301-796-8300 , 



Dr. William Hitt ; • 
Battelle 

Center for In^roved Education 
305 King Avenue 
Columbus, OH 43201 
614-424-6424 



Director 



Present Position 



Present Position 
Consulting 



Ceneral Planning 



PPBS 
MBO 

Needs Assessment 
Systemwlde Planning 
Computer Systems 



Dr.' Homer Johnson Associates, Inc. 
^Administrative Services ' 
465 Pacific Street' 
Monterey, CA 93940 ' 



Educational Consultant 



Consulting with a variety 
of school. systems 



Facilities Planning 
Administrative Salary 

Studies ■ 
Some Mastei^' Plans , 



.Dr. Clifford Jones ^ 
EdudMonal' Self-Development - 
315 Sputh Maple Avenue 
Greensburg, PA 15601 ^ 
412-936-3462 . ,4 



Educational Consultant 



Consultant with many 
school systems' on planning 



Mister Plans - Long- 
Range Planning 



Dr. Bernard Kaplan 
4219 South Street 
Marcelliis, NY 12108 
315-673-4433 , ., 

> 
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Educational Consultant 



Deputy Assistant 
Commissioner 

State of NJ /- 
ISEP - President, 

. Executive Secretary 
NJ Planning;;; ■■■ - 

Consulting. 



Com^^re^nsive ' U^^Ml ■ 
' 'Planning V . 'I^i^/ 
Nee'dSvAssessment '<J ':• 
Patticipatory Decision .' ' ' 
Making . ' 



Haae, Address and Phone Number Present Position 



Planning Experience 



' Planning Emphasis 



Dr. Roger Kaufman 

Center for Needs Assessment and 

Planning 
The Florida' State University 
Tallahassee, E '32306 
904-644-6200 



Director & Professor 



Author, of . ,2 books on 

' Pfatolng 
Consultant 



Systems Approach to 

Planning 
Needs Assessment 



Dr. Gerald N. King 

Dallas Independent',School District 

3700 Ross Avenue 

Dallas, Texas 75204 ' . 

214-8^4-1620 



Controller 



Present Position 



Futuristic Forecasting 
et Planning' 



■1 : 



Dr. Stephen Knfez'evlch 
School of Education 
University . of Southern California 
Los Angeles, CA 90007 
213-746-674V 



Dean 



AASA-NASr Professor' 

Consultant 

Author 



MBO ' * 
General Planning 



Dr. Leon Lessinger / 

, College "of Education 
University of <5outh Carolina 
CollunMa, South Carolina 29208 

' 803-777-7481 

W. F. Mason 

' The Mitre Corporation 
Metrek Division 
1820 Dolley Madison Boulevard * 
McLean, Virginia 22102 
703-827-60'00. 



Dean 



Technical Director 
Systems Development 



Author of several books 

and articles 
NASE-AASA speaker 
Consultant 



Present Position 



Accountability 



• V 



Delphi Technique , 
Identifying Research *^ 

Objectives 
Planning of Research 



Jit. Marvin Matthews 
' Education Planning- Center 
Division of ■ Curricnlum & • . 

Instructional Senices 
Lo^ Angeles Cojinty'Educki^n Ctr. 
,9300 Eii(st Imperial Highway' 
-fiowney, CA, 9024'2 2i) 1 
,|3-922-6324 ; -.^ n^..- 



i 



Director Planning Center Some Consulting 

Present Position 



Systems Approach to • ; 

Planning 
Needs Assessment 



2u:; 



Hane. Addreas and Phone Number Present Position | Planning Experience 



Dr. Janes McKaMra 
Texas A&M Unlvetsity 
College Station, TX 77841 
713-845-5400 ' * 



'Professor 



MSA-NASE Professor 
Consulting (some) 
Author 



Planning Emphasis 



Eong-Range Planning 
Futures Planning 



. Dr. Donald Michael Professor of Planning and Author 

Prograi in Urban & Regional Planning Public Policy Consulting 
i Samuel tea|: Dana, Building / Professor of Psychology 
The Uniiplty of Michigan,, ■ 
Ann ArtB Michigan 48104 .. • 
313-763-4190 



General Planning 



4 



Mr. M. Wayne Neff 

Division of Program Planning and 

Development 
Bureau of Planning and Evaluation 
Department of Education . 
Box 911 

HarrisWg, PA 17126 
717-787-7372 / 



Coordinator, Long-Range Present position in state 



Planning 



department and working 
with local districts 



Long-Range Planning 



Dr. Arthur Partridge 
Educational Planning Service 
jJollege of Education 
University of Northern Colorado 
Greeley, CO 80631 
303-351-3862 



Director 
Professor 



Consulting 
Present Position 



Facilities Planning 
Enrollment Forecasts 
general Planning 



Predicasts, Inc. ' 
200 University Circle Research Center 
11001 Ced^r Avenue ' 
Cleveland, Ohio 44106 
216-795-3000 , , 
'(Statishcal/ Forecast Giving 
•Summaries of Indicators) 




Ily»e, Address and Phone KiBber Present PoBitlon .Plannlns Experience 



Planning Emphasis 



Proaction Institute 

Center for the Study of Cominity 

and Education Planning 
EricksonHall 
Michigan State University 
East LansiAg, Michigan 48824 
517-355-1855 



Dr. 'Charles Proctor 
429 Southwest Drive 
Silver Springs; Maryland 
301-593-4158 



Educational Consultant 



Mbntgoiery County Public 
Schools (Maryland) 



Management-By-Obj ectives 
MCPS Comprehensive 
Plaiming Process 



Dr. Bruce Read 

Educational Systems Associates 
Uy i, Anderson Lane 
Suite 208 
Austin, TX 78752 
512-345-7652 j ' 

)r. George Redfern 
?.0. Box 9573 < ' 
Arlington, VA 22209 
^03-528-6000 



President 



Educational Consultant 



AASA-NASE Professor 
Consultant 



Consultant with various 
sysfems on planning - 
also, personnel evaluation 



General Planning 
Needs Assessment 



Systems Approach for 
Accountability 

MBO 



)r. Roger Schurrer 

forth .Carolina State Department 

of Education 
taleigh, NC' 27611 
119-733-3813 

Hugh Schwartz 
i/o The Coca-Cola Company 
'.0. Box 3^16 

•orest^ City, FL 32751 ' 
105-852-8400 x 

ir, Michael Scriven 2ii '' 
Valuation Institute 
hiversity of San Francisco 
an Francisco,, CA 94117 , 



Director - State Dept.'s 
Division of Planning 



Consultant 



Director 
Professor 



Coi^prehensive Education 

planning on state level 
Handbook for Local Districts 



Comprehensive Educational 
.Planning 



Former Director of" 
Corpo'r^e Long-Range' 
Planning 



Consult'aiir 

Speaker 

Writer 



Corporate Long-Range Planning 
Monitoring and Forecasting 
The Business Environment 



Evaluation 
Needs Assessment 
Futures 



2 lit 



Same. Addreis and Phone Munber Present Position 



Planning Experience 



Planning Emphasis 



f 



Inc. 
sfSance 



Dr. Herbert Sheatheli 

Department of Educational Adi. 

School of Education ' 
' The University of' Connecticut 

Stons, CI 06268 
■203-486-% 

Dr. Ken Slmnons 
Charles M. Hllllam^i 
Policy Research & ipi 
Suite 117-118 
801- North Pitt Street 
Alexandria, VA 22314 
703-548-2501 . 

W. W. Simoons 

W. W. Slimons, Inc.- 

22 Greenwich Plaza 
' G|een»i(^h, cf 06830 
< 203-66H71O 

r Robert Stilge/ i 

' iNorthvest Regunal Foundation 
North 910' Washington 
Spokane, Washington 99201 
509-327-5596 

Dr.. Daniel Stuff lebeam 
Director of Wuatlon Center 
College of Education # 
Western: Michigan University 
Kalamazoo, Michigan 49008 
616-383-1600 

' 4' ■ : ' ■ 

Mr. Sherman D. Taffel 

Office of Advance/ Planning and 
Development ^ 

Center for Planning, Research and 
, Evaluation . 

Baltimore City Mile Schools , 

3 1'^-J '5th Street 
. BERIO, Miryland' 21218 ' 
V 2u!2jfo23100 ' 



Professor ^ 



Consultant 



r 



.Consultant 
Author 



Executive, Director 



Professor 
Consultant 



Systemwlde CPM 
Coordinator 



Teaches a course 
^ome consulting 

c- ■ ' .- ■ 



Management & Government 
. Consultant • 



Author 

Consultant for Various 
Businesses 



Present Position 



Author of articles ' 
Consultant for 
Dallas, Texas; 
Toledo, Ohio etc. 




Facilities Planning 
Teacher Evaluation 
Problem-Solving 



Systems Analysis 
,I]perations Research 
forecasting 
Research 
Computer Systems 



Long-Range Planning 
Corporate Planning 
Strategic Planning 



Citizen Pa]:ticipation in 

Planninf' ' 
Governmental Goal-Setting 



Evaluation Planning ' 
Decision Making 



Critical Path Method 
MBO* 

Systemwlde Planning _ 



'm 



Haae't Address and Phone4aibeii - Present Position 



Dr. C. Kenneth Tanner 
Departient of Educational 

. Administration and Supenision 
College of Education 
The University of Tennessee 
Knoxville, Tennessee 37916 
615-974-2214 

Dr. Janes Tanner 
Cleveland Public Schools 
Cleveland, Ohio 44118 
.216-696-2929 



Planning Experience 

Professor,, , Author of assorted artic 

' and two book. 

Consultant for a, variety 
of school systems ^and 
organizations 



Deputy Superintendent PresenlW'osition 



Planning Emphasis 



Operations Research 
Computer Utilization 
General Plaiting 
Futuristic Planning 
MBO 

Delphi Technique • 
Cost Effectiveness 

General Planning 



Dr. Sanford Tankin 

Research for Better Schools, Inc. 

1700 Market Street 

Philadelphia, Pennsylvania 19103 

215-561-4100 

Dr. Conrad Toepfer 
'Department of Cuniculum and 
Instructional Media 

4 

State University of New York 
Amherst, New York 14226 
716-831-9000 



Educational Consultant 



Professor 



i 



Consultant for various 
school systems and 
organizations. ' 

Author of a variety of 
planning materials. 

AASA-NASE Speaker. 
Author 



Curriculum Planning 
General Planning 
Forecasting 



General Planning 



Michael Tribl^y 
Topeka Public Schools 
624 West 24th Street 
Topeka, Kansas 66611 
913-233-0313 ' 



General Director of 
Planning & Evaluation 
Senices 



Present Position 
Formerly with the Dallas 

•Independent School 

District (Texas) 



Systemwide Planning 



Dr. Edwin West, Jr. 
Highpoint Public Schools 
P.O. Box 789 
Highpoint, NC 27261 
919-885-5161 



2o9 



Dr, James Zaharis 
Mesa Public Schools 
Mesa, Arizona 85201 



6C 



ERIC 



116 



Superintendent 



Ptesent Position 
AASA-NASE Professor 



-''Associate Superintendent AASA-NASE Speaker 

Present Position 



Developmental Planning 
. Process 



Needs Assessment 



General Consulting Flrtns 



American Management Associations 
135 West 50 Street 
New York, NY l6020 
212/586-8100 • 

Battelle Institute 

Center for Improved Education 

505 King Avenue . ' * . 

Columbus, OH 43201 

B 14/424-6424 

Arthur D. Little, Inc. 
Acorn Park 
Cambridge, MA ,02140 
617/864-5770 

National Academy for School Executives 
American Association o^pi^chool Administrators 
1801 Notth Moore Street 
Arlington, Virginia 22209 
703/528-0700 

Planning Executives Institute 
Post Office Box 70 * " 

Oxford ,^ OH 45056 

SIMPLAN 

300 Eastowne Drive 
Chapel Hill, 27514 
919/493-2495 

, ' M ^ '■ » 

Char les^.^ Williams, Inc. 
Policy Research. and Assistance 91 
Suite llX-118 ^ 
701 North Pitt Street 
Alexandria, VA 22314 
703/548-2501 
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